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	Procedure #: Procedure Name

	Corresponding Policy:
	

	Responsible Office:
	

	Effective Date:
	MM/DD/YYYY

	Last Reviewed/Updated Date: 
	MM/DD/YYYY



A. Intent
A brief explanation of what the procedure is for, why it exists and who it applies to (1-2 sentences). 
B. Definition(s)
Insert relevant and applicable definitions here. 
C. Procedure
Detailed, step-by-step instructions. 
D. Related Policies or Procedures
List and link any related policies or procedures. 
E. Forms/Resources
List and link any related forms, templates, or tools used in this procedure. 
F. Contact Information
Insert Vice President responsible for policy (by title); list other contact information as appropriate.
G. Procedure Review Schedule
Each procedure shall be reviewed by the corresponding Vice President on a regular basis as appropriate.  
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