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[Procedure Title]
____________________________________________________

[note: delete instructions ”[… ]” prior to submitting]

Purpose

[Describe what this procedure is for]
Scope

[Describe what this procedure applies to]
Definitions

[Enter the term to be defined in bold and the definition in plain font]
Responsibilities

[Abbreviate title of person performing action in bold and a full description in plain font]
Procedures

[Enter who (in Responsibilities section) is to do what in the sequence of processes here]
References

[This is to reference internal or external specifications or other publications. If unused, you can delete this section]]
Policy References

· [Enter QPM section that this procedure relates to, if applicable. Otherwise you can delete this section]

Revision Notes: 

· (Enter Revision letter and describe changes here)
Note:  Printed versions of this document are uncontrolled.  The published Web version (Internet or Intranet) is assumed to be current.
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