	1. [bookmark: _Hlk23162919]SOP Name: 

	
2. Responsible Office: 

	
3. Reason for new or revised SOP:
Provide a brief background on why this SOP is being created or updated.

	


	[bookmark: _Hlk100133128]
4. Summary of proposed SOP or proposed SOP changes:
For new SOPs, briefly summarize the main points of the SOP. For updates, briefly highlight significant changes and the reasons for them.

	





	5. Summary of SOP compliance risks and controls in place:
List known risks and the controls in place to mitigate them.

	


	[bookmark: _Hlk100132333]
6. Benchmarking and sources used to develop or update the SOP:
Provide a brief overview of the research that went into developing or updating this SOP.

	


	7. [bookmark: _Hlk100132423]Relevant campus constituents/units who reviewed the SOP:
List all relevant stakeholders who have reviewed this SOP and whether they concurred. 
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