[image: image1.png]= =THE
GLOBAL
HEALTH
NETWORK

Enabling research by sharing knowledge









Font and space settings for documents: 
Laboratory documents: Time New Roman, Font Size 12, Line spacing: 1.5  

Management documents: Time New Roman, Font Size 12, or Arial, Font size 12, Line spacing 1 or 1.5. 
Each section name should be bold.
Header and Footer format for all documents of Policy/SOP will be in the same format as the template
1. Purpose

State the purpose of the procedure.
2. Principle:

Describe the technical principle for the test.
3. Scope and responsibilities:

This section should describe the scope of the test e.g. applicable for certain lab, or group etc. Identify the position of the individual(s) responsible for the operation of this procedure.
4. Reference 

Indicate relevant reference including package insert or any other reference.
5. Definition

State any abbreviation or terms related to this procedure.

6. Specimen requirement
State the required specimen for testing/collection and storage conditions.

7. Materials/Equipments used 

List required materials and equipment required, including reagents, standards and controls
8. Procedures

Step by step of testing instruction.

9. Quality Control

State quality control using on the testing process and their 

10. Calculations

Describe how the results should be calculated

11. Interpretation of results and report

Describe result interpretation and reporting units (If applicable)
12. Reporting of results
Describe the reporting units 

13. Reference range and critical value: 

Describe the reference range for the test and the critical value for the rest
14. Limitations:

Describe if there is any limitation of the test, if there is limits of detection etc
15. Safety

State safety issue related testing procedure. 

16. Supplementary notes

State additional information that need to be informed such as caution or awareness of testing procedure.
17. Risk assessment and risk management:

Describe the risk associated with the test and mitigation plan 

The list of subheading is not exhaustive, additional sub heading can be added as required for different technical SOPs and some subheadings can be deleted as necessary. 
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