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Procedure Template

PROCEDURE TITLE:
(ACTIVITY TO BE PERFORMED)
_________________________________________________________                                                                     __

PRIMARY PURPOSE:
(ONE SENTENCE STATING GOAL OF PROCEDURE)
TO WHOM DOES THIS PROCEDURE APPLY?
(WHO WILL PERFORM THIS ACTIVITY)
_________________________________________________________                                                                     __

DETAILS OF PROCEDURE:
(STEP BY STEP INSTRUCTIONS)
_________________________________________________________                                                                     __

POSITION RESPONSIBLE FOR WRITING, APPLYING AND REVISING THIS PROCEDURE:
(WHO CREATES, IMPLEMENTS & REVIEWS  - PLEASE USE SPECIFIC NAMES?)

POSITION RESPONSIBLE TO APPROVE ANY CHANGES IN THIS PROCEDURE:
(WHO HAS THE FINAL AUTHORITY TO OK?)

CURRENT PROCEDURE WRITTEN BY:
  (SPECIFIC NAMES)




DATE:

APPROVED BY:  (SPECIFIC NAMES)







DATE:
Note:  This procedure shall be reviewed annually.

Procedure #  








Last revision date:


