	SFARES-SOP-001
	Procedure and Reference Material Formatting, Approval and Revision Process


Purpose:  Provide requirements for standardizing a procedure or reference material.  This includes header, footer, font characteristics, numbering steps and the use of Notes, Cautions and Warnings within a procedure.  This procedure also provides the steps for approval, updating the Table of Contents and the revision process.

Procedure Formatting:
1. Arial is the standard font.  Margins are 1” top, bottom and sides.
2. Each procedure shall have a standardized Header block that indicates the next chronological standard operating procedure (SOP) designation and the name of the SOP.  The Header uses font size of 14.  

3. Below the Header is a purpose statement which uses font size 12.
4. If applicable, a prerequisites statement follows the purpose statement

5. The procedure steps follow:

a. Font size 12.

b. Steps generally start with an action verb or a conditional phrase.

c. Sub-steps use a, b, c, etc.

d. The word “Note” uses upper and lower case letters and follow immediately below the step to which is applies.  The note text is italicized.  Notes provide additional information to help implement or clarify a step.
e. The word Caution or Warning use bolded, upper case text and are placed immediately before the step to which it applies.  A Caution indicates that the next step, if not performed correctly, could be a hazard to equipment.  A Warning indicates that the next step, if not performed correctly, could cause injury to a person.

6. Below the procedure steps is the footer.  The footer uses font size 10 and includes a revision number and revision date, e.g., Rev. 0, 01/15/2010, and the page number.
Reference Material Formatting:
1. Arial is the standard font.  Margins are 1” top, bottom and sides unless decreasing the margins would allow material to fit page better.

2. Each reference material document shall have a standardized title that indicates the next chronological reference material (RM) designation and the name of the RM.  The title uses font size of 14.  Example:

SFARES-RM-001: Repeater Stations
3. Below the title, and If applicable, a purpose statement which uses font size 12.

4. Below the purpose statement, and if applicable, a prerequisites statement which uses font size 12.
5. The reference material follows using font size 12.
6. Below the reference material is the footer.  The footer uses font size 10 and includes a revision number and revision date, e.g., Rev. 0, 01/15/2010, and the page number.
Procedure Approval, Revision and Updating the Table of Contents:
1. Procedures and reference materials are initially approved and later revised by the Santa Fe ARES Emergency Coordinator.  
2. The Emergency Coordinator may request additional reviews as needed by other SFARES members.

3. Upon approval, the Emergency Coordinator forwards the procedure or reference material and an updated Table of Contents page to the website manager for posting on the website.

4. Any SFARES member may propose changes to a procedure and must submit a draft revision to the Emergency Coordinator.

End
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