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[bookmark: _Toc167790313]SECTION 1	COMPLIANCE 
These procedures are governed by, and compliant with, the following UM6P policy document(s), program policy statement(s), and/or federal law(s):
· List the number and title of relevant documents governing these procedures.
[bookmark: _Toc167790314]SECTION 2	PURPOSE
In this section, state the desired effect or outcome of these procedures or guidelines. This can be thought of as the introduction and rationale for the procedures. You may also provide a brief statement of why we need these procedures.
[bookmark: _Toc167790315]SECTION 3	SCOPE AND APPLICABILITY
This statement should describe to whom the procedures apply (e.g. “These procedures apply to all faculty, staff, and students of UM6P.”).
[bookmark: _Toc167790316]SECTION 4	DEFINITIONS
The following definition(s) apply to these procedures:
1. Term to be Defined:	This section should provide clear definitions for unique (or procedure specific) terms and concepts in order to remove any ambiguity. They should add to the reader’s understanding of the procedures.
[bookmark: _Toc167790317]SECTION 5	PROCEDURES AND GUIDELINES
[bookmark: _Toc167790318]Procedure Heading 1
1. Sample Level 1 The goal of a well written procedure is to clearly explain how to accomplish a specific process in the school of medicine (or specific program) with minimal problem, aggravation, or risk of non-compliance. Please refer to the Guidelines for Writing Policies and Procedures before writing your guidelines and procedures. An example of a well-written procedures is presented there.
1.1. Sample Level 2 - Procedures should be organized for ease of use. 
1.1.1. Sample Level 3 - Procedures should be presented in a step-by-step manner.
[bookmark: _Toc167790319]Procedure Heading 2
2. Multiple procedure headings may be required for the different tasks addressed.
2.1. Order your procedures with descriptive and informative headings.
[bookmark: _Toc167790320]SECTION 6	RESPONSIBILITIES
1. This section should indicate who or what unit is responsible for carrying out specific aspects of the procedures if they are not explicitly stated above. Responsibilities are organized as lists of tasks and responsibilities that must be completed by an individual, office, or department. 
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