Guidelines for Standard Operating Procedures
There are four main purposes for SOPs.  
First and most importantly, SOPs provide a detailed documentation of the procedures.  

Secondly, by having routine procedures written, routine procedures are readily available as a reference.  SOPs are used as part of the training program for personnel.  Have a personnel training record for each SOP.
Thirdly, the review of SOPs prior to performing an inspection or audit of ongoing work assures that the study or procedure is being conducted as required in the protocol or study plan.  

And fourth, SOPs are reviewed to determine capabilities, competence, compliance with the regulatory requirements, and management commitment to quality.

Procedures that should be explicitly written as standard operating procedure are those directly concerned with the acquisition of data, the use and handling of animals or test article, and those generally repeated over time.  SOPs are written for husbandry/management or study methods that are routinely performed and that are expected to remain relatively unchanged from one study to another or within the general management of a facility and the animals housed there. The protocol or study plan describes the methods that are used for that particular study.  SOPs describe the step-by-step procedures.  For example, routine procedures, such as blood collection, may be mentioned in the protocol/study plan as a part of the study, but the step-by-step description of the procedure of how to perform blood collection, will be found in a SOP.   
It is recommended SOPs be reviewed annually and updated as often as necessary.  Document that the SOP was reviewed.  Revisions to an SOP can be made at any time.  Permanent revision in an SOP must be written into the SOP, a new revision number assigned and the new version signed and dated. 

SOPs should be established for, but not limited to, the following:
Animal acquisition and quarantine procedures
 

Animal area preparation and maintenance (both micro and macro environment)

Animal care

Animal identification


Animal observations
Animals found moribund or dead

Necropsy of animals or postmortem examination, histopathology

Euthanasia and disposal
Bio-security 

Maintenance and calibration of equipment

Laboratory or other tests (e.g., behavioral tests, chemistry)
Components of the Standard Operating Procedures 

Header
  Included on each page of the SOP and it should include:
SOP Number  Contains four components; Facility identification, Type of SOP, SOP number, and revision number. (e.g. AARL     AC-01-01)
The first two digits, or letters if you prefer, identify what type of procedure,(e.g. 01 or HU signifying husbandry procedure or SC signifying sample collection etc.),  the third and fourth digit represent the chronological SOP number, and the last two digits are the revision number.

Pagination
Include current and total pages.

Effective Date
Use the date procedure went into use.

TITLE
Use a short, unique, descriptive title

AUTHORIZATION   Include the author(s), Facility Manager, and Attending Veterinarian
Who Should Sign and Who Should Approve the SOP?
Under all signatures is the title of the person.  The person’s title is included because SOPs are perceived by the government regulatory agencies as management directives, not necessarily the directives of the people who signed the SOP.  Thus, a change in the person filling the management role would not necessarily require a formal SOP revision to be made.  

All procedures involving animals must be approved by the veterinary staff.

New SOP’s should be sent to the IACUC for review.
Objective
Explain the purpose of the procedure.

Health and Safety
Describe all safety and health considerations.

Personnel/Training/Responsibilities
Describe all training requirements, personnel limitations, certifications, etc. required.

Required and Recommended Materials




Required Materials   List all required supplies and materials.

Recommended Materials   List all recommended supplies and materials.

Prepared Materials
 Provide instructions for preparing all prepared materials listed in the required and recommend materials sections.

Guidelines
 Place any general guidelines, background information or descriptive comments necessary to the understanding of this SOP.

Procedure
Describe the procedural steps necessary to conduct the procedure.  Provide enough detail to allow a technically competent person to perform the task.

Quality Control Checks/Acceptance Criteria
List all quality control criteria, including but not limited to, audit information, acceptance criteria, corrective actions and preventive actions.

Literature Cited Include all literature cited in the text of the SOP and any supplemental reading to better understand the procedure.

Appendices Attach all items necessary to the full understanding of the SOP such as forms, figures, tables, referenced ASTM or EPA methods, etc.

