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We turn your protocol into practical, exam and audit friendly operational

documents. You get visit schedules, outline SOPs, lab manual sections, and

checklists that match your real staffing and facility constraints while still

reading professional to guides, ethics committees, and external examiners.

High level visit or contact schedule with objective of each visit or

interaction

Outline SOP or lab manual sections for critical procedures,

sample handling, and key measurements

Pre visit, during visit, and post visit checklist outlines for smooth

execution

Basic responsibility matrix indicating who does what at each step

Alignment of visit schedule with endpoints, variables, and data

collection windows

Language that can be adapted directly into institutional SOPs or
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departmental manuals

Workflow — How SOPs, Lab Manuals & Visit Schedules
Runs

Protocol and design review1.

We review your study design, variables, endpoints, and planned

assessments so that operational documents stay consistent with

the protocol.

Mapping visits and contacts2.

We list all expected visits or contacts (in person, remote, lab, field,

etc.) and clarify their primary purpose in the study.

Drafting the visit schedule3.

A high level visit schedule is drafted, indicating at each visit what is

done, what is measured, and what specimens or data are collected.

Identifying critical procedures4.

We identify which procedures, lab steps, or field actions are critical

for data quality or safety and require explicit SOP style description.

Outline SOP and lab manual structuring5.

For each critical procedure, outline SOP or lab manual sections are

created (purpose, materials, brief steps, key checks), tuned for PhD

level resources.

Checklists and responsibilities6.

Pre visit, during visit, and post visit checklist outlines are built, along

with a simple responsibility matrix for scholars, assistants, and lab

staff.

Consistency with quality and monitoring plans7.

The schedule and SOP outlines are cross checked against your

quality control and monitoring plans so that key checks are actually

embedded in workflow.

Protocol and manual ready wording8.

Text is assembled that describes visit schedules, procedures, and

responsibilities in a way that can be reused across protocols,

manuals, and logbooks.

Adaptation to institutional templates9.
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Where you share existing templates, the outputs are shaped to

match your department's SOP, logbook, or manual formats.

Delivery and one refinement cycle10.

You receive schedules, outlines, and text blocks. One refinement

cycle is included after guide or internal team feedback.

What You Get in Your SOPs & Visit Schedule Pack

Visit or contact schedule table showing timing, purpose, and key

actions for each visit or interaction.

Outline SOP or lab manual sections for core procedures and

sample handling steps critical to your primary outcomes.

Checklist outlines for pre visit, during visit, and post visit tasks that

can be printed or converted into logbooks.

Responsibility matrix describing which role is expected to perform

or verify each set of tasks.

Protocol and manual ready text covering visit schedules,

procedure descriptions, and workflow summaries.

Integration notes on how these documents connect with quality

control, CRF/EDC, and timelines.

The focus is to make day to day execution simpler for you and your team,

while giving reviewers confidence that the protocol can actually be

implemented as written.

Detailed Deliverables, Formats, and Service Boundaries

Deliverables and formats

One visit or contact schedule table in DOCX or spreadsheet

format.

Outline SOP or lab manual text for key procedures and sample

flows in DOCX or similar editable format.

Checklist outlines that can be formatted into paper or electronic
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checklists or logs.

Responsibility matrix sheet summarising who is responsible, who

assists, and who verifies.

What is included

Turning protocol level descriptions into operational visit and

procedure schedules.

High level SOP or lab manual outlines for critical procedures,

without over burdening PhD scale teams.

Checklists and responsibility mapping for core workflow steps.

Text tuned to common institutional SOP and protocol formats.

One round of refinement after guide or departmental feedback.

What is not included

Creation of full, highly detailed GMP or GLP level SOPs that require

institutional sign off.

Development of complex multi site operations manuals beyond a

single PhD centred workflow.

On site training or supervision of staff in SOP implementation.

Institutional quality system certification or audit services.

When to Use This Service and What You Should Have
Ready

Best time to book

After your study design, endpoints, and key variables are

reasonably stable.

When you are about to start recruitment or data collection and want

execution clarity.

When guides or ethics committees ask how exactly visits,

procedures, or lab work will be organised.

When you need to show internal or external examiners that there is

a practical, documented workflow behind your protocol.
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Helpful inputs from your side

Your latest protocol draft, especially Methods and Procedures

sections.

Information on available staff, lab support, and typical working

hours or clinic timings.

Any existing institutional or department SOP or manual templates.

Details of instruments, assays, or field methods you expect to use.

Known constraints such as limited lab days, restricted theatre slots,

or field access windows.

FAQs — SOPs, Lab Manuals & Visit Schedules

1. Are these full SOPs or outlines?
For most PhD projects we create clear, structured outlines and key steps,

which you and your lab or department can expand into full SOPs where

required.

2. Can this work for non clinical or non lab projects?
Yes. The same logic applies to field visits, engineering experiments,

management interventions, or survey schedules. Wording is adapted for

each domain.

3. Will the visit schedule match my CRF/EDC?
We design schedules with variables and endpoints in mind, so they align

naturally with CRF/EDC shells developed in the corresponding segment.

4. Do you handle safety procedures in SOPs?
We can note key safety checks and references to institutional safety SOPs,

but full safety manuals are normally created and owned by your institution.

5. What if my department already has SOPs?
We work with existing SOPs, focusing on mapping your specific project into

visit schedules, checklists, and any extra procedure descriptions needed.

6. Will these documents help with audits?
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Well structured schedules, checklists, and responsibility matrices often

make audits and examinations smoother, though they do not replace

institutional quality systems.

7. How detailed are the checklists?
They cover key items that, if missed, would affect data quality, safety, or

protocol adherence, while staying short enough to be usable in busy real

world settings.

8. Can I edit the SOP and schedule later?
Yes. All outputs are provided in editable formats so that you and your team

can revise them as your project evolves.

9. Is this useful for projects with only one or two visits?
Even simple designs benefit from clear procedures and checklists,

especially when multiple people are involved in data or sample handling.

10. Does this service include training my team?
No. We focus on documentation and structure. Local training and

supervision remain with you and your institution, though you can use these

materials to support that.
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