Sample Procedure Format



1.0   Purpose

A brief description of what the process should achieve.

2.0   Applicability

Identifies which activities, products, or services are covered and/or excluded.

3.0   Responsibilities

Identifies the personnel responsible for each part of the procedure.

4.0   Procedure 

4.1 Used to describe the activities involved in the fulfillment of the procedure at whatever level of detail is appropriate for the skills, experience and training received in the task by the intended user of the document.  A step-by-step account of what happens, when, where, and by whom. Any internal or external deliverables or required protocols to follow should be outlined in the procedure.

5.0   Related Procedures 

Identifies any related procedures. If not required, indicate “Not Applicable”

6.0   Relevant Documents 

A list of documents used or referenced and a reference to the procedure’s appendices. If not required, indicate “Not Applicable”

7.0   Records 

Records created during the procedure. If not required, indicate “Not Applicable”



