CEBC Standard Operating Procedure
Section A: Summary Information

A1. Procedure ID
: 030-001
A2. Prepared By: Chris Lyon
A3. Approved By (supervising PI): Name
A4. Approval Date: September 14, 2009
A5. Replaces Procedure # (if applicable): N/A
A6. Title of Procedure/Experiment: How to create a standard operating procedure.
A7. Location: LSRL-A Room 110.
A8. Special Training Requirements: Standard CEBC Training
A9. Summary of Safety Hazards (List)

i. Flammable Chemicals: None

ii. Toxic/Carcinogenic Chemicals: None

iii. Acids or Bases: None

iv. Explosive/Pyrophoric Chemicals: None

v. Extreme (High/Low) Temperature/Pressure: None

vi. Moving Parts/Mechanical Hazards: None

vii. Electrical Hazards: None

viii. Lasers, Radiation, or Radioisotopes: None

ix: Biological Hazards: None

x. Other: None
A10. Personal Protective Equipment Required: None
A11. Special Emergency Procedures (Spills, Exposure, First Aid, etc.): None
A12. Special Storage or Disposal Procedures: None
A13. Does the description of this procedure constitute potential intellectual property? No
Section B: Procedure Description

If this procedure contains potential intellectual property, this section will be held confidential, and only Section A will be placed in the CEBC SOP Library. The SOP should be written broadly enough that a new procedure is not required for every experiment, but not so broadly that potential safety hazards go unidentified.
B1. Brief description of the purpose of the procedure: To provide an example of how to prepare a standard operating procedure in compliance with CEBC’s laboratory safety manual. 

B2. Please list the step-by-step procedures in the table below
: 
	Step
	Description, hazards, and safety measures

	1
	Save template as a new file, using the filename format SOP000-000.doc. If the file contains confidential information, use the format SOP000-000conf.doc.

	2
	Edit the template following the directions.

	3
	Submit the document to supervisor for approval.

	4
	After approval, finalize document and submit to CEBC SOP library (procedure TBD).

	5
	

	6
	

	7
	

	8
	

	9
	

	10
	

	
	

	
	

	
	

	
	


� Each researcher should create a unique SOP number using his/her 3-digit ID number, followed by a dash, and then followed by a thee digit number given by the researcher. For example, researcher #30 will create SOPs 030-001, 030-002, etc. Contact Chris Lyon if you do not know your ID number. 


� Add as many rows as necessary. If any steps require special attention or involve specific hazards, please note these in bold type. Feel free to break the procedure into sections (preparation, start-up, shut-down, clean-up, etc.) to improve readability. If you wish to include drawings, photos, etc. to help illustrate the procedure, you may paste those at the end of this document, being sure to clearly number and cross-reference the figures.
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