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Index 
A 

acronyms, 15 
action  
 embedded, 7   
 See also steps 
alignment, 4, 6, 7, 8, 9, 10, 11 
 boxes, 6-9 
 See also graphics 
appendix, SOP 11 
 
B 

bullets, 5, 7-8, 9, 10, 12, 14, 15, 16, 17. See 
also quality notes 
 capitalization and, 15 
 punctuation and, 15 
 
C 

capitalization, 16 
captions. See font. See also graphics 
cautions, equipment 8-9.  
charts. See tables 
commas,16 
 conjunctions, 16 
content, 1, 2, 3 
cover sheet, 1, 4 
commonly confused words. See words  
 
D 

dangers. See warnings. See also cautions  
dates 
 approval, 2  
 change, 2 
 draft, 2 
 format, 16 
 revision, 2 
 printed. See footer 
diagrams. See graphics 
draft. See dates 
drawing. See graphics 
  
E 

emergency, 2 
 

F 

figures. See graphics 
font, 4 
 captions, 4 
footer, 2, 4. See also test plans 
format, 1, 4 
 
G 

graphics, 11-12 
 
H 

hazard, 8-9, 9-11 
header, 2, 4, 12. See also test plans 
headings, 15. See steps. See also tables 
hyperformal language. See language  
 
I 

illustrations. See graphics 
images. See graphics  
italics, 17  
 
J 

 
K 

 
L 

language, 1 
 hyperformal, 23 
limits 
 operating, 2 
 personnel, 2 
lists, 17. See also bullets 
 
M 

 
N 

notes (boxes), 6 
 bullets with, 7-8 
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 multiple, 7 
 quality, 7-8 
 safety. 9-10 
 See also spacing 
number, 1, 2, 7, 12, 13, 17, 18 
 change, 1. See also dates 
 figure. See graphics 
 revision, 1. See also dates 
 SOP, 1  
 
O 

operation, alternate, 13 
 
P 

parentheses, 17 
phrases, unnecessary, 21  
pictures. See graphics 
primary source material, 1 
punctuation 
 spacing with, 17 
 
Q 

quotation marks, 18 
 
R 

redundancies. See words  
reference, 12, 14, 18, 24 
 primary source, 1 
remarks, 14 
restrictions. See limits 
 
S 

safety, 8-9 
 general requirements, 1  
sections, see spacing 
sketches. See graphics  
spacing, 5-6 
 punctuation, 12 
steps, 4, 5, 6, 7, 8, 9, 10, 11, 12, 13, 17 

 action, 4, 5, 7, 8, 10, 13 
 alternate, 13 
 headings, 5 
 See also spacing 
style(s), 4, 5, 6, 8, 11 
 telegraphic 9, 10 
 
T 

tables 
 headings, 12 
 operation, 1 
template, 1, 4, 5, 6, 8,13, 14 
tests, plans/procedures 13-14 
 header 13-14 
 footer 13-14 
text. See font 
title  
 capitalize. See capitalization 
 SOP, 1 
typeface. See font 
 
U 

 
V 

voice, 4, 9, 11 
 
W 

warnings, 10-11.  
 message, 11 
words, 6-7, 9-10. See also language 
 choice of, 19-23 
 commonly confused, 19-20 
 redundant, 22 
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