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ABOUT THE PROCEDURE DOCUMENT TEMPLATE (Delete this section in final document.)
This template is to be used as a basis for documenting various procedures.  Maintain the formatting throughout this template by cutting and pasting sections and sample elements (tables, lists, text blocks, etc.).  Add sections, rename sections, and complete the content using the formatting in this template as a guide.  Remove sample or unused text from the final document.

The overall goal of the Procedure Document is to provide step-by-step instructions of how to accomplish a specific task or function. The Procedure Document is intended to provide the appropriate level of detail so that a reasonably prepared person could follow the procedure.  If there is the case where detailed instructions are required, then a Reference Guide or Training Guide is the appropriate document to contain that information.
Functions and Benefits of a Good Procedure
A complete and well-crafted Procedure Document:
1. Clearly and concisely details the steps to follow to accomplish a task or function. 
2. Assures that the task or function can be consistently accomplished by a qualified/trained individual.
3. Provides management with an objective and shared understanding of the process to complete a task or function.
4. Should be reviewed, revised and redistributed as often as necessary (at least annually). 
Procedures Document – First Page Header Information
The first page of the Procedure Document has a table that includes important information for managing the document.  Here are the items and how to use them:
· Procedure Reference #: SOP XXXX-000   The “SOP” is an abbreviation of “Standard Operating Procedure” “XXXX” is a placeholder for a 4-letter abbreviation for the Functional Area and the “000” is a placeholder for the Procedure Number.  This designation helps in understanding where the Procedure Document “fits” within the Event Operations department and its sequence number.  For example, the Procedure within the Event Staff functional area of Event Operations could be abbreviated as “EVST” and the sequence number “001” would for the first Procedure within the Event Staff functional area.
· Revision #: This notes what version of the Procedure Document is reflected in the document.  Previous versions should be retained for two years.
· Implementation Date: This notes when the Procedure Document went into effect.
· Last Reviewed/Updated Date: This notes when the Procedure Document was last given a management team review and the document was revised.
· Procedure Approved By: The first initial and last name of the person who approved the Procedure Document.
· Procedure Administrator: The first initial and last name of the person who is responsible for overseeing the Procedure Document and ensuring that it is consistently followed and that a review and revision is called for and completed as necessary.
Cut & Paste Elements from this Template to Create Your Procedure Document
This template has been designed so that you can cut and paste sections and then type your information by replacing the text, editing the tables (adding columns, rows, etc.) and building numbered and bulleted lists.  Please be mindful of maintaining the document formatting.  Having a consistent “look” to the Procedure Documents will make it easier for them to be read, understood, followed and revised.

Page Breaks: Refrain from adding page breaks.  If you do, check to make sure that space is not wasted in the final document.  It is okay for tables to span across a page break.  You should repeat the column header row of a table on the second page so the reader understands the table without having to flip back to the previous page. 

Please delete this section when you are preparing Procedure Document.
DESCRIPTION / PURPOSE
Description and purpose of the Procedure Document.  Brief narrative should give an overview and summary of the Procedure.
PROCEDURE
This section is used to detail the steps involved in completing the task or function.  You may use sub-headings as a way of separating portions of a procedure that may have individual steps.  For example, you may use a sub-heading for “Step 1: Take Inventory” with a numbered list below that sub-heading that define the steps needed to complete the task noted in the sub-heading (taking inventory in this example).
Sub-Heading Title Here – Text Example
The sub-heading section is to be used to provide additional details about a segment of the procedure detailed in this Procedures Document.  This section can include text, numbered lists, tables, etc.

This is an example of text for this section.  If you are using text, please follow the design standard here.  Add text and separate paragraphs with a simple blank line.

Sub-Heading Title Here – Table Example
The sub-heading section is to be used to provide additional details about a segment of the procedure detailed in this Procedure.  This section can include text, numbered lists, tables, etc.

Below is a sample of a table format.  If you are using tables, please follow the design standard as shown.  Add columns and lines as necessary.

	Title
	Title
	Title

	X
	Text
	X

	X
	Text
	X

	X
	Text
	X



Additional text here if needed following the table.
Sub-Heading Title Here – Numbered List Example
The sub-heading section is to be used to provide additional details about a segment of the procedure detailed in this Procedure.  This section can include text, numbered lists, tables, etc.

Below is a sample of a numbered list format.  If you are using a numbered list, please follow the design standard as shown.  Add more items as necessary.
1. List item text here.
2. List item text here.
3. List item text here.

Additional text here if needed following the numbered list.
Sub-Heading Title Here – Bullet Point List Example
The sub-heading section is to be used to provide additional details about a segment of the procedure detailed in this Procedure.  This section can include text, numbered lists, tables, etc.

Below is a sample of a bullet point list format.  If you are using a bullet point list, please follow the design standard as shown.  Add more items as necessary.
· List item text here.
· List item text here.
· List item text here.
REFERENCE INFORMATION & MATERIALS
If the procedure detailed in this Procedure Document has additional information that serves as a reference, include it in this section.  If there are other documents that support the procedure detailed in this Procedure Document, list them here and their location.

The table below is a standard format for listing reference and supporting documents related to this Procedure Document.

	Document Name
	Description
	Network Location
Where on computer network the file can be found.

	Document Name Here
	Brief document description here.
	Event Operations > Folder Name > Folder Name > File Name

	Document Name Here
	Brief document description here.
	Event Operations > Folder Name > Folder Name > File Name

	Document Name Here
	Brief document description here.
	Event Operations > Folder Name > Folder Name > File Name



- END OF PROCEDURE -
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