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	Procedure Writer’s Guide Template



1. [bookmark: _Toc24444299][bookmark: _Toc27490341]Purpose

Entity to define the purpose for issuing its Procedure. Define when and by whom it must be used. 

[bookmark: _Toc488684315][bookmark: _Toc497473929][bookmark: _Toc24444300][bookmark: _Toc27490342]
2. Scope

State the scope of what is included within the Procedure, and what is excluded. 


3. [bookmark: _Toc488684316][bookmark: _Toc497473930][bookmark: _Toc24444301][bookmark: _Toc27490343]Definitions

	Definitions
	Description

	Add any terms that require a definition for consistent use on the left side of this table.
	Add the definition of the term on the right side of the table.

	
	



4. [bookmark: _Toc488684317][bookmark: _Toc497473931][bookmark: _Toc24444302][bookmark: _Toc27490344]References

List any references and/or supporting project documents in this Section. Include the document title along with the document number and revision or other unique identifier (such as published version or date). References made throughout this document may simply mention the appropriate reference section number (i.e. Reference 4.1, 4.2, 4.3, etc.) without repeating the entire referenced document title throughout the body of this tagging Procedure.

5. [bookmark: _Toc488684318][bookmark: _Toc497473932][bookmark: _Toc24444303][bookmark: _Toc27490345]Responsibilities

Define the Roles and Responsibilities of those involved within the Process. Think about: who has decision-making authority, who shall be primarily responsible for originating or revising the Procedure, and who are the other Stakeholders. 

6. Process

Outline the Process to be followed. Try to use a Process Flow Chart with standard conventions (i.e. consistent color, symbols, etc.) Although Processes are similar, the Process is likely to have aspects which are unique dependent on the Procedure being prepared. The Process should be easy to follow and should be aligned with the Procedure. 

7. [bookmark: _Toc488684324][bookmark: _Toc497473938][bookmark: _Toc24444309][bookmark: _Toc27490347]Attachments

Include attachments as necessary to support the Procedure. Attachments shall typically include Templates and Checklists. 
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