
Emergent Request
1) Department phones and emails detailed information to the

SOP Chair (Dr. Finlayson) directly
2) If the SOP Chair approves, the approved email is forwarded

to Business Development and Planning (BDP) Project
Assistant for processing

No

Routine Request
1) Faculty/Department completes SOP Form

- https://intranet.CUmedicine.us/
Forms – Business Development – SOP Request Forms

2) Signature approval by:
Division Chief/Section Head and Department Chair

Yes

Sites of Practice (SOP)
Process for Offsite Practice

The purpose of the Sites of Practice (SOP) process is to assure that specialists performing services at an off-site 
facility are insured through governmental immunity and the University of Colorado Risk Trust. 

Forward SOP Request:
1) Submit form to BDP Project Assistant for processing
2) BDP Project Assistant will enter information into the SOP database

- log Record Number on document to coincide with Database Number
3) If additional information is required, an email will be sent to the Requestor and Department Director
4) Hold document for SOP Committee review
5) If temporary approval is needed, BDP Project Assistant will forward request to the SOP Chair for review

Routine 
Request?

Temporary
Approval
Required?

Temporary Approval Declined:
1) BDP Project Assistant emails status to Requestor

- If needed/required - request additional information
2) Update SOP database
3) Hold document for SOP Committee review

Temporary Approval Accepted:
1) BDP Project Assistant emails status to Requestor, Fee

Coordination and Contract Department
2) Update SOP database
3) Hold document for SOP Committee review and approval

Monthly SOP Committee Review
 SOP Committee reviews

- Approve
- Approve w/contingencies
- Approve w/follow-up questions
- Temporarily approved until

additional questions are answered
- Tabled/Held
- Declined

Approved:
1) BDP Project Assistant notifies Requestor, Department

Director, Department Chair, Fee Coordination and Contract
Department of approval via email

2) Document is forwarded to CU SOM Dean for final approval
3) Upon receipt of final approval/signature BDP Project

Assistant
- Emails minutes to the SOP Committee and Risk

Management
- Emails electronic copy of request to above noted parties
- Document is electronically filed
- Hard copy is filed
- Destroy hard copy after three years if not in arbitration

Additional Questions or Declined:
1) BDP Project Assistant emails Department with

decision
2) Request additional information from Department if

needed
3) Hold additional information for next SOP Committee

Meeting for review and possible approval

Approved

Tabled/Held
Declined
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SOP - Sites of Practice
BDP – Business Development and Planning Department

NoYes
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