Fermi National Accelerator Laboratory
Procedure Name
[bookmark: _GoBack]Procedure Name
1.  Parent Policy and Related Policies/Procedures
List name of parent policy (required) and related documents (optional)
Tip: If you are providing a hyperlink to another document, please make sure to include a hyperlink (not plain text) when pasting the policy into the ServiceNow database.
2.  Purpose
State the overarching purpose of the procedure. Example: The purpose of this procedure is to ensure…
3.  Applicability 
List the groups to which the policy pertains. Example: This procedure applies to Fermi Research Alliance, LLC and all its employees and Fermilab users.  
4.  Effective Date and Date Reviewed/Updated
This procedure went into effect on [Date] and its update was effective on [Date].
5.  Procedure
List the procedure steps, guidelines.  These items are likely to provide more detail than the items in the policy – they outline the specifics of how the policy is to be implemented.  See the Policy on Policies for the distinction between policies and procedures.
Do not use automatic bullets, numbering, or lettering. Formatting Tips: Do not use automatic bullets, numbering, or lettering. This causes issues when text is pasted into the policy database system. Instead, use plain text numbering or bullets, such as:
1.  Detail first procedure
2.  Detail second procedure
6.  Definitions 
List definitions for terms used within the procedure.
Example:
Fermilab is the physical site and property that is the Fermi National Accelerator Laboratory.
Fermi Research Alliance, LLC is the operator and manager of the Fermi National Accelerator Laboratory under Department of Energy Prime Contract No. DE-AC02-07CH11359 and is the principal employer of personnel working at Fermilab.
7.  Owner and Subject Matter Experts
[Job Title] is the owner of this procedure. Note: ownership of lab-wide procedures may be delegated by the Chief/Division/Section Head only with approval of the Chief/Division/Section Head and the Requirements Oversight Board; otherwise, the owner of a lab-wide procedure (procedures that impact individuals outside a specific Division or Section) should be the relevant Chief/Division/Section Head.
Job Title(s) is/are responsible for reviewing, updating, and communicating changes to this procedure.
8.  Review Cycle
This procedure shall be reviewed every x years.
9.  Communication Plan
Example: This procedure will be communicated by [Policy Owner] to all employees, and periodic training shall be provided to Management System Owners and Chiefs/Division Heads/Section Heads/Project Directors. This policy shall be available in the Fermilab policy database. [Policy Owner] is responsible for communication of this policy.
10.  References
(Optional)
Tip: If you are providing a hyperlink to another document, please make sure to include a hyperlink (not plain text) when pasting the policy into the ServiceNow database.
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