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STANDARD OPERATING PROCEDURE: UNIT LEVEL (Describe what this SOP is detailing) 
I. PREAMBLE
Consistent with existing United States Coast Guard Auxiliary (USCG Aux) existing procedures, this document will serve to outline the process which will be executed by Flotilla 24-04 members when performing a USCG Aux mission. 
II. SCOPE
This Standard Operating Procedure outlines the procedure for (what is SOP detailing) that will be used by USCG Aux Flotilla 24-04. This SOP will be reviewed on a yearly basis.
III. RESOURCES (or state “NONE”)
The following resources are required:
1. Name and location (if stored in an offsite location)
2. Name and location (if stored in an offsite location)

IV. STANDARD OPERATING PROCEDURE
This Standard Operating Procedure will be used to ensure high-quality work across the entire Flotilla, which is needed for the organization to succeed. The benefits of this SOP will be to increase efficiencies, reduce errors, create a safe work environment, and produce guidelines on how to resolve issues and overcome obstacles. 
Project Steps (List the project steps in order)
1. Step 1
2. Step 2 

V. SAFETY PRECAUTIONS (list any safety precautions or state “None”)
1. List any safety precautions 

VI. REFERENCES 
1. A

VII. APPENDIXES
1. List any attachments

VIII. REVIEW

	AUTHOR
	REVIEWER
	DATE OF REVIEW
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	Who reviewed/verified
	Date of Initial Review

	
	Who reviewed the following year
	Date of Next Year’s Review
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