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DATE
MWR DEPARTMENT STANDARD OPERATING PROCEDURE #### 
Subj:  HOW TO WRITE AN SOP

Ref:  (a) Any instructions that may pertain to the SOP

Encl: (1) Any information that may be subject to change (e.g., phone listings) that can be changed without canceling or redoing the entire SOP. This includes forms.

1.  Purpose.  The purpose area should discuss the need for the SOP origination.  Why are we writing this SOP?

2.  Scope.  The scope is the personnel that the SOP pertains to. In other words, for gear issue employees, or all employees?  Identify directly whom it will impact.      

3.  Procedure.  This is the "how to" area.  Basically, it should be like writing a recipe:
    a.  First, do this.

    b.  Then, do that.

    c.  End with the final result.

4.  Any assistance necessary, please call the MWR Administrative office.

                                       //s//                                                     I. M. INCHARGE
                                MWR DIRECTOR


