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1.0 Purpose:

The purpose of this standard operating procedure (SOP) is to explain the proper procedures, preparation and submission of an animal care SOP.

2.0 Scope/Responsibility:

These procedures are to be followed by staff responsible for drafting, reviewing and approving SOPs for the animal care program and its components.

3.0 Materials:

 Guide

Ag Guide

AWA
Standardized Animal Care Policy

SOP No. 20-101 Management of SOPs

4.0 Daily Procedure:  List the section title, any important notes and the frequency of tasks here.  For example:

Daily Tasks Note daily tasks must be performed every day 365 days a year 7 days a week without exception

4.1 List activities in order of performance 


4.2 Tasks are numbered utilizing decimal points; each sub-step is denoted by a decimal point

      4.2.1 is a sub step of 4.2

      4.2.2 is another sub step of 4.2


4.3  This is a new step in the process


5.0 Weekly Procedure: New section title, this is a less frequently performed task or the next step in a procedural SOP For example: 

            Weekly Tasks 
5.1 Tasks are numbered utilizing decimal points; each sub-step is denoted by a decimal point
      5.1.1 is a sub step of 5.1

6.0 Biweekly Procedure:  

6.1



7.0 Monthly Procedure: 
7.1 


8.0 Reference List (if any tasks are exceptions to the Guide):

            8.1



9.0 Appendix/Attachments:
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