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Procedure -- <Activity Name>

Scope / Purpose

<Describe the scope or purpose of this procedure.>
This procedure covers Xxx.

This procedure does not cover:

XXX
XXX
XXX
XXX

Policy
<Describe all of the policies associated with this procedure.>

Process Owner

<Describe who is responsible for maintaining this document and ensure that it follows
the organization’s policy and actual business practice.>

Roles & Responsibilities
<Describe roles and responsibilities associated with this procedure.>

Prerequisites / Input
<Describe any prerequisites or required input necessary to perform this procedure.>
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Instructions

Activity
<Describe the activity performed.>

Tasks
<For each mentioned activity, describe the tasks performed.>

Steps
<For each task mentioned, describe the steps to complete the task.>

Output
<Describe any output created resulting from this procedure.>

Flowchart
<Illustrate this business procedure as a flowchart.>

References
<List any supporting documentation associated with this business procedure.>
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