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1.0 Purpose

To provide structure for Standard Operating Procedures of Tau of Theta Tau House Corporation.

2.0 Scope

Documentation practices for Operating Processes.

3.0 Responsibilities

The Board is responsible for Approving Procedures.

All Members are responsible for following procedures.

The Secretary is responsible for keeping the electronic copy of the procedures. 

4.0 Definitions

SOP – Standard Operating Procedure

5.0 Procedure

5.1 Procedures are to be documented using the following format:

Header


SOP # and Title


Revision (numeric) 


Effective (date the SOP takes effect)


Status
(DEVELOPMENT, APPROVED, or OBSOLETE)

Section 1 - Purpose – Explain why the SOP is required.

Section 2 - Scope – Detail the area’s covered by SOP.

Section 3 - Responsibilities – Identify who is responsible for the process.

Section 4 - Definitions – Define all new concepts and all acronyms.

Section 5 - Procedure – Specify process steps.

Section 6 - Risk and Safety Notes – Highlight anything that can cause either risk to a Tennant, the House, or the Board of directors.

Section 7 - Reference Documents / Attachments – self defined.

Section 8 - Revision History – self defined.

5.2 The Board of Directors shall approve SOP’s by a 5/7 vote, with approval noted in Minutes.

5.3 The HC Master Document List attachment to this document will be a Master Documentation List for all Procedures for the House Corporation.  This Attachment is to be updated upon the release of new revisions of SOP’s, which will require an Update/Revision to this SOP as well.

5.4 The Electronic Version is to be titled as “SOP-xxx – Rev y”, and is to be kept as the “Official Copy” by the Secretary in a manner reasonably accessible to board members.

6.0 Risk and Safety Notes

6.1 None Known

7.0 Referenced Documents / Attachments

7.1 HC Master Document List

8.0 Revision History

	Rev
	Section #
	Change Description
	Date

	1
	ALL
	Initial Release
	6-8-05

	
	
	
	

	
	
	
	

	
	
	
	


