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1.0 PURPOSE
1.1 The reason this procedure is needed.

2.0 SCOPE
2.1 What this procedure will cover.

3.0 RESPONSIBILITY
3.1 The responsible parties to complete the procedure.

4.0 REFRENCES
4.1 [bookmark: _GoBack]Other Procedures or Forms used in this procedure	(SOP XXX-XXXX)
4.2 Other Procedures or Forms used in this procedure	(SOP XXX-XXXX)

5.0 DEFINITIONS
5.1 Words or statements that needs to be defined
5.1.1 Definition of words or statements.

6.0 PROCEDURE
6.1 Title of each section of the procedure
6.1.1 Step by step instructions.

6.1.2 Step by step instructions
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