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SOP #01-03

Administration - Revising a Standard Operation Procedure
Created: 8/7/07

Updated by: Jonathan Dinsmore

Objective:

To provide guidelines on how to revise an SOP with consistency.

Procedure:

Most SOPs develop over time to address changing concerns and practices. The document is considered a living document. All comments and suggestions regarding an SOP are encouraged. 

1. All employees, fellow growers, handlers and others are encouraged to submit suggestions for possible alterations to an SOP.

2. Recommendations chosen as alterations will be incorporated into the SOP.

· Using ink, mark the desired changes legibly on the SOP.

· Suggested alterations shall be submitted to the food safety officer for review. 

· All comments or suggestions shall be combined for review. 
· A second draft shall be submitted for review.
· Final comments shall be incorporated and submitted to the food safety officer.

· Approved SOP shall be distributed to those who are affected by the changes.

