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1 Purpose

An overview of what the procedure is for 
1.1 Description of why you need the procedure.

2 Scope

What does this affect

2.1 When the procedure should be used, 
2.2 Who it should be used by. 
If possible include any exceptions when it should NOT be used

3 References

Any associated procedures or additional documentation.

4 Responsibilities

Who is permitted to perform the procedure.

Who should maintain the procedure itself.

5 Definitions

Explain any technical terms 

(abbreviations should also be defined the first time they are used.)

6 Procedure

Step by Step description of the task.
This is the bulk of the procedure.
7 Appendices

Supporting documents Guidelines, Standards, Forms

