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<CM version number>
<Name of Process/Procedure>
Date: <of Document>

Process/Procedure:  <short name>
Phase: <Phase of Life Cycle, or “Global”>

Process/Procedure  Owner:  <Organization name, e.g., SSC San Diego SEPO> 

Description:  <Short paragraph describing the process/procedure and what it accomplishes.>

Entry Criteria/Inputs: 

· <bulleted list>
Exit Criteria/Outputs: 

· <bulleted list>

Roles:  

· <Bulleted list of participants and what they do.>

Assets/References: 

a. <What is needed to perform this process/procedure.>

b. <References to full documents, with web addresses if applicable.>

Tasks: 

· <Numbered list of steps that will be described in more detail below.>

Measures:

· <What metrics will be used to measure completion and success of performance.>

PROCEDURE STEPS

1. Task 1 from list above (use “Block Label” style)

Participant #1 guides/plans/organizes <description of action> (use “Step Text” style)

2. Task 2 from list above

Participant #1:

a. Performs <description of substep a.> (Use “Step Text” style, lettered)

b. Conducts <description of substep b.>

c. Develops <description of substep c.>

Participant #2 performs/assists/creates/etc. <description of action>

3. Etc.
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