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Purpose

One	or	two	sentences:	why	this	procedure	exists	and	what	problem	it	prevents.

Scope

Who	this	applies	to,	and	what	situations	it	covers	(and	doesn't).

Procedure

Numbered,	step-by-step.	Each	step	should	answer:	what	to	do,	and	how	to	know	it's	done	correctly.

1.	 	
2.	 	
3.	 	
4.	 	

Documentation	/	Safety	/	Escalation	Requirements	(if	applicable)

What	needs	to	be	recorded,	any	safety	notes,	and	who	to	escalate	to	if	something	goes	wrong.

Related	Documents

List	any	role	guides,	checklists,	or	other	SOPs	this	connects	to.

Revision	Notes

Brief	log	of	what	changed	and	why,	each	time	this	document	is	updated.
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