Omega Leo Medical Explorer Post 4077, San Marcos, Texas
Capitol Area Council, Scouting America (Boy Scouts), and
Lions Clubs International

(Examine a few existing SOPs to get a better idea as to how to write future SOPs)

(You can prose a number, but the final number may be changed by our 2nd Vie-President of Systems)
Standard Operating Procedure 0xxx.xx.xx Title of proposed SOP  (Draft date)

Prepared or Last Modified (Change as necessary, whoever writes or modifies the SOP should be listed)
Originally prepared by Charles Johnson, Ph.D., Senior Omega Leo Medical Explorer Advisor, Post 4077: March 7, 2025
Last modified by Charles Johnson, Ph.D., Senior Omega Leo Medical Explorer Advisor, Post 4077: March 7, 2025

Review within the Omega Leo Medical Explorer Post 4077
Reviewed by the Omega Leo Medical Explorer – probably the officer or liaison responsible for the job: Date of their review
Reviewed by the Omega Leo Medical Explorer 2nd Vice-President of Systems: Needs review
Reviewed by the Omega Leo Medical Explorer President’s Council: (Needs review, list if needed)

Review by Senior Omega Leo Medical Explorer Advisor for Consistency with Other Existing Policies
Last Reviewed by Charles Johnson, Ph.D., Senior Omega Leo Medical Explorer Advisor: (date of this review)

Review by Agencies Outside of Omega Leo Medical Explorer Post 4077   

(list outside name and date of review if needed)
None

Omega Leo Medical Explorer Officer or Advisor with Annual Review Responsibility

(Usually the officer or liaison with primary responsibility for the job or policy)
Omega Leo Medical Explorer 2nd Vice-President, Review Month, February (select a best date)

Those with responsibilities in this SOP include:
1.	List the position that has responsibility for the job
2.	Omega Leo Medical Explorer 2nd Vice-President of Systems
3.	Senior Omega Leo Medical Explorer Advisor (if needed)

Other Standard Operating Procedures Referenced In or Impacted by Changes in this SOP:
	(Just an example, list any SOPs that may be referenced or impacted)
SOP 0010.21.01 Performance Review of Omega Leo Medical Explorer Officers and Liaisons
SOP 0015.21.01 Reporting Membership Status in Good Standing
SOP 0020.21.01 Monthly Report of All Training Completed by Active Medical Explorers
SOP 0041.10.01 Weekly Attendance Records


(All of the below is an example) The job description for the Omega Leo Medical Explorer 2nd Vice-President is as follows:
	
I. 	Purpose

A. What is the purpose for the SOP.

II. 	Supervisory Responsibility (Important sections of the SOP) Examples below.

A. 	Reporting directly to the VP of Systems are 1) Membership Secretary, 2) Treasurer, 3) Historian, 4) Public Relations, and 5) Quartermaster.

B. 

III. Other Administrative Responsibilities

A. [bookmark: _Hlk193201756]Our Vice-President of Systems is responsible for working with our Senior Advisor in the development and writing of Standard Operating Procedures (SOPs). Besides the supervisory responsibilities above, this responsibility is important to the smooth continuity of our organization from year-to-year and is also a major activity that is important to our external public relations.

1. We have many who are interested in how we do all that we do. The easiest way to tell that story and help others duplicate all that we do is to provide them copies of our Standard Operating Procedures (SOPs). 


B. [bookmark: _Hlk193201970]You are the primary student officer responsible for development of our SOP system.

1. In this role, you are to coordinate activities with our Senior Advisor.


IV. Reporting Responsibilities

A. The only monthly report you are personally responsible for is your monthly report of the development and review of SOPs.


V.	Your Personal Involvement in our Volunteer and Training Program

A. .


Calendar Considerations: (are their important dates steps refined in the SOP need to be done?)

1. Discover the class schedules for those who report to you before the first-class day and try to have a regular scheduled day and time to meet with them on a regular basis.
2. (Any specific dates or months?)

(Included at the bottom of every SOP)
Note:	All Medical Explorer members and officers are encouraged to comment and suggest changes to any Medical Explorer Standard Operating Procedure (SOP). Suggestions can be directed to the Medical Explorer Vice-President of Systems or our Senior Advisor.
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