SOP on SOPs. FOI Services’ June 12, 2008 teleconference
A 30-Minute Update developed and presented by Joshua Sharlin, Ph.D., Sharlin Consulting

Page 2 of 30

Table of Contents

Table Of CONLENLS .....uviiieiiieeiie ettt e e e et e e e sebe e e easeeeessseeesnsaeeennseeeenens 2
Dr. Sharlin's Credentials ...........ooeciiiieiiiriiiie e e e e e ae e e seaeeen 3
Outline of This Presentation ..........c.ccccuveiciieiiiiieiieeieeeieesiee et 4
How To Determine SOPs To Be WITHEN ......cceoevuiiiiiiieiiieiieiiecee e 5
Factors That Influence SOP Content .............coeoviiiiiiiiieiiieeeiiie et 6
Three Opportunities to Reduce the SOP Writing Effort............cccovovviiiiiiiiiiiees 7
SOP Format: Section Headings ..........ccoocviiriiiiiniiiieiie e 8
SOP Deliverable: Description and Benefits............ccocoveeeiiiiieciiiiiiieeceee e 9
SOP on SOPs: Developing An SOP Creation Infrastructure ...........ccccoeevveeeiveeeecnnennns 10
Summary, How to Write SOPs (flowchart)..........ccceeeeciiiiniiiieiieeee e 11
Summary, How to Write SOPs (flowchart) (page 2 0f 3) c.occcvvvveiiiiiieiiecieeeeee, 12
Summary, How to Write SOPs (flowchart) (page 30f3) ..c.ooooviiiiieiiiiieiieeeieeeeiee, 13
Deliverables for “SOP 0n SOPS” ...t e 14
Model SOP: “SOP 0N SOPS™ ....cooiiieeeiiie ettt ettt et e e sare e e eare e e seeeenneas 15
Advantages of SOP FIEXIDIItY ......eeouvieiiiiiiieiiie ettt 23
Examples of Wording to Improve SOP Flexibility ........ccccocovieviiiniiiniiieiieiieeiee e, 24
SOP Training; Five Ways To Test Different Types of Learning Objectives................ 25
Summary of This TeleCONTerence..........ccvvveciiiieciieieiie e 26
INEXE SEEPS ettt ettt e ettt e e e ettt e e s abb e e e s sssbbteeeseabbeeeesenaneaeeas 27
Joshua Sharlin, Ph.D., RESUME ........coooiiiiiiiiiii 28



