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PURPOSE
[What this procedure achieves, and why it exists.]
SCOPE
[This procedure applies to: the teams or job titles that carry it out.] It covers [the event that starts it] through to [the outcome that ends it]. It does not cover [anything handled by a separate procedure].
PROCEDURE
	#
	What happens
	Who is responsible

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	


RECORDS
Produces [the record this procedure creates], kept in [where it is stored], retained for [how long].
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