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DISCLAIMER:  These Standard Operating Procedures (SOP's) are for the exclusive use of Navy Public Works Center (PWC) Anywhere.   They are promulgated as guidance for other NAVFAC Commands.  If intended to be used by other activities, they must be tailored to each activity's particular requirements and must be reviewed/approved by the activity's safety professionals prior to use.
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STANDARD OPERATING PROCEDURE


FOR


(SAMPLE SOP TITLE)








1.	Purpose:





Give a short description of when this SOP shall be used.





THE USE OF THIS PROCEDURE IS MANDATORY





2.	Background:





Give a short description of why this SOP shall be followed.





a.	List hazards that will be avoided by use of this SOP.


b.	List the sources of potential hazards associated with specific steps of the procedure.





3.	References:





a.	List Safety manuals, codes, and regulations that apply to this SOP.





4.	Tools and PPE:





Give a list of the tools and personal protective equipment (PPE) necessary to safely perform the task.  This information should be taken from the recommendations developed in the Job Hazard (Safety) Analysis (JHA) for each specific step of this procedure.





5.	Procedure:





a.	Give all of the steps required to safely perform the desired task. The first step for all procedures shall read “Review STOP Observation check list/card prior start of this task.”


b.	List the steps in the proper order as developed in the JHA.


c.	Include any special equipment or devices needed to safely perform a certain step.





6.	Training, Certifications, Calibrations, and Record Keeping;





a.	List any training required to perform the specific task, including safety training and operation of equipment to be used to perform the procedure.





b.	List any certifications or specially trained personnel needed for the work required (i.e., Confined Space Entry Permit, Gas Free Engineer, etc.).





c.	List required calibrations and testing of instruments and equipment to be used for the task.  Indicate the mandatory testing frequency required for each piece of equipment to insure safe operating conditions are maintained.





d.	Indicate what type of records must be maintained for the above items and specify where the records shall be kept.
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PWCNORVA SOP DATABASE ENTRY FORM





JHA/SOP Number (20 Characters Max.):		








JHA/SOP Title (100 Characters Max.):


			


			





Responsible Code (15 Characters Max.):		








Trade/Discipline for this JHA/SOP (50 Characters Max.):


			








Work Type (50 Characters Max.):


			








First Issue Date (10 Characters Max.):	00/00/0000	








Last Revision Date (10 Characters Max.):	00/00/0000	








Preview JHA/SOP (JHA/SOP’s DOS file name, as a MS Word document):


			








Summary of JHA/SOP (255 Characters Max.):
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