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Title

Standard Operating Procedure (SOP)

Please refer to the University of Nottingham Policy Management Framework, appendix 1, for the official definition of a SOP. Guidance on drafting a SOP can be found here. Guidance includes prompts for populating the headings in this template.

Overview and Scope 
[this is the text that is in bold at the top of the QM page; scope includes whether staff/students and which campus of UNUK/UNNC/UNM]
Purpose
Standard Operating Procedure (SOP): Roles and Responsibilities
[this section will have separate drop down links for each sub headings e.g. 6.1, 6.2 etc – so they compress at that point on the web page]
Standard Operating Procedure (SOP): Procedural Steps
Related Regulations, Policies and Procedures
[Aim to put all links to other areas in this section rather than in the body of the text, with clear wording to direct the reader]
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