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Publications 

Standard Operating Procedure

 I obtained a copy of an old Evergreen Helicopters Standard Operating 

Procedure manual from Erickson Air Crane which bought Evergreen out 

in 2008.

 The original document was 31 pages long and forwarded to me in .pdf 

format.

 I found it easier to convert the document to Microsoft Word and edit it 

from there.  

 I edited the document for spelling, consistent formatting and clarity.    



Overall, spelling and formatting errors were few.  I found an 

inconsistency in the use of short vs. long dashes, semi colons vs. 

colons, improperly capitalized words and inconsistent formatting.

In this section, the author put text boxes around 

some entries but not others, making the page 

more difficult to read.

With text boxes around each company listed, it is 

easier for the reader to scan the page to find a 

particular entry.



I also edited the document for clarity.  This presented some problems.  

I read through the document first to understand the content.  The 

headings in the table of contents did not always match the headings in 

the body.  The presentation of ideas was murky in some areas and 

repetitive in others.  Many terms were used interchangeably which added 

to the confusion.

In the table of contents it was listed as 

“Revision Record”

In the body of the document is was listed 

as “Manual Revision Record Sheet”



The SOP attempted to document the process for keeping track of revisions to the many 

company technical publications, manuals and documents.  I had to read the SOP several 

times to understand there were two separate procedures: one for technical publications 

provided by outside manufacturers, and one for manuals and documents produced by 

Evergreen.  

BEFORE: Example of the Biannual and 

Annual Audit Process

AFTER: Revised process for Biannual Audit 

only for technical publications provided by 

the manufacturer.



The outlined process of revising documents and keeping track 

with transmittal sheets had a lot of unnecessary repetition.  

The process did not vary regardless of base of operation, so I 

streamlined it.

Before: After:



In addition to outlining the process for revising publications, 

this SOP also covered corporate guidelines for company 

produced documents.  I streamlined these instructions and 

presented them in an easier to read format.  

Before: After:



SUMMARY

This corporate Standard Operating Procedure required a great 

deal of technical editing.   Regarding formatting, the page numbers in 

every header were not always formatted properly requiring manual 

entry, some headers in the table of contents did not match 

corresponding headers in the body, and sample documents mentioned 

in the body were missing from the “Annex”.  With regard to content, 

the process for revising technical publications, manuals and 

documents was confusing and repetitive.  I attempted to simplify and 

streamline the instructions.  Finally, it makes sense to split this SOP 

into two separate procedures.  The first SOP would outline corporate 

standards for all company produced manuals and documents: font, 

structure, format, etc.  The second SOP would address the revision 

policy which is complicated due to the number of publications 

maintained and the outlying bases of operation. 


