Standard Operating Procedure

Insert Farm Name Here

Doc.No.  SOP-XX
Title:  XXXXX
Effective Date:    XXXX
Developed by:  XXXX
Reviewed by: _____________  GAP Coordinator,  Date: __________
1.0 Purpose
Why do you  need this SOP?
2.0 Scope
      
What produce will this SOP be used for?
3.0 References
     
What audit questions (USDA, Primus, etc.) does this SOP address?
4.0 Definitions

Are there any terms used in the SOP that could be misunderstood or require defining? 
5.0 Responsibility 

     
Who is responsible to do the SOP?  Who gets in trouble if it doesn’t get done?
6.0 Procedures

What are the steps to getting the SOP accomplished?

7.0 Verification procedures

     
How are you going to verify that the process was completed as stated?
8.0 Records
     
Where will it be recorded that the SOP was performed and who performed it?
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