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LOAs will normally have six major items, as follows: 
 

• Purpose 
• Cancellation 
• Scope 
• Responsibility 
• Procedures 
• Attachments  
 Any or all of these items may be used.  

Reference: JO 7210.3; Chap. 4 
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The purpose of Standard Operating Procedures (SOPs) is to supplement other orders and directives and to 
provide guidelines for intra-facility use. 
 

• SOPs provide the “how-to” on a local level. 
 
The Air Traffic Manager shall issue a SOPs directive. The directive shall specify, as a minimum, the: 
 

• Required procedures for maintaining safe and efficient operations, such as position relief briefings 
• Jurisdictional boundaries of each operational position/sector 

 
SOPs are for intra-facility use, while LOAs are for intra-facility use. 
 
Reference: JO 7210.3, Chap. 2 
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SOPs are usually located in facility directives. 
 
The following are examples that may be contained in a SOP: 
 

• Position relief briefing 
• Local strip marking procedures 
• Equipment usage 

 
Reference: JO 7210.3, Chap. 2 
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Content 
 

• Internal coordination procedures between positions 
• Position/Sector descriptions 
• Local procedures for food and beverage in control areas 

 
Reference: JO 7210.3, Chap. 2 
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