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[bookmark: _heading=h.5vrvosywn57c]1. Introduction
[Clearly state the purpose and objectives of the SOP. Why is this SOP important? Why does it exist? If this SOP is to be followed at a specific part of the year, be sure to indicate that.]
[bookmark: _heading=h.es27vso75p53]Scope
[Describe the scope of the SOP, including which departments, roles, or processes it applies to. 
Note: If the SOP does not cover but relates closely to other processes, consider describing what is out of scope as well. List and link related SOPs.]
[bookmark: _heading=h.88yzgc5cwnn3]Definitions/Glossary
[Define any terms, acronyms, or abbreviations used in the SOP.]


[bookmark: _heading=h.a1edv68ykyd2]2. Responsibilities
[Briefly outline the roles and responsibilities of individuals or departments involved in the processes described in the SOP.]
[bookmark: _heading=h.k6dtx0wm5kju]

[bookmark: _heading=h.swxrtyd7twqu]3. Procedure
[bookmark: _heading=h.onp3wgizf0n9]Overview
[Provide an overview of the process or processes that are part of the procedure. If this procedure consists of more than one process, be sure to include the purpose of each particular process – when/why is it necessary.]
[bookmark: _heading=h.lp6g9z2d0g4z]Process [1]: [Insert Process Name]
[If more than one process is to be described, number the processes sequentially. If not, simply detail the name of the process and do not number it.]
[bookmark: _heading=h.rtlakh3zvy2p]Steps
[As you outline steps, where possible use numbered or bulleted lists, checklists or flow-charts.]
· Step 1: [Detailed description of the step]
· Step 2: [Detailed description of the step]
· Step 3: [Detailed description of the step]
· Continue with additional steps as necessary.
[bookmark: _heading=h.1slzm3ur157y]Process [2]: [Process Name]
[bookmark: _heading=h.k2boevhyexya][Repeat the same structure as Process 1 for additional processes, ensuring that each process is in order of operations and clearly illustrates its connection to the previous process or overall procedure. If there is only one key process, delete this section.]


[bookmark: _heading=h.1fdd2byg5l4y]4. Supporting Documents and References
[bookmark: _heading=h.ns84tujmyvuq]Related SOPs
[List and link to any related SOPs that should be referenced. If there are no related SOPs, feel free to write not applicable or delete this section and renumber the following sections.]
[bookmark: _heading=h.krsert5oyvcl]Forms and Templates
[Include links or references, including location, to any forms or templates needed for the process(es).]
[bookmark: _heading=h.rxyvud9zq4fh]References
[List any external documents, standards, or election statutes or regulations referenced in the SOP.]
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[bookmark: _heading=h.bd6oallh3t7t]6. Appendices
[Include any additional information, forms or templates that support the SOP. The following are examples. The names of your Appendices will depend on the items you list.]
[bookmark: _heading=h.cv5fe8prez09]Appendix A: Checklists
[Provide any checklists that are used in conjunction with the processes.]
[bookmark: _heading=h.y2vvsoragssh]Appendix B: Visuals
[bookmark: _heading=h.mal1i8haq2an][Include any additional visuals or flowcharts that represent the processes described in the SOP]
[bookmark: _heading=h.fxh7u9telld5]Appendix C: Additional Information
[Add any additional information relevant to the SOP.]



7. Procedure Contingencies
[Outline any immediate actions that should be taken if problems occur during the completion of this procedure. Include key contacts, escalation points, or critical troubleshooting steps staff should follow.]
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