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1.0
Purpose
The Purpose section heading contains an introductory paragraph that clearly explains the objectives and reasons for writing the document. The Purpose statement should be comprehensive, yet concise. The Purpose statement can also include information on the background of the document. Keep the Purpose statement to a single paragraph where possible with a maximum of three sentences where possible.
2.0 Scope
The Scope section heading describes the audience to whom the policy or procedure content applies, often stated in a fragmented sentence (e.g., All Employees or Finance Only). Be careful with policies or procedures that only affect one department because often this is not the case. For example, you might have a hiring policy written by Human Resources and the personnel doing the work are in Human Resources. To say that the scope of a “Hiring Policy” only affects Human Resources personnel might be misleading when a number of individuals within your organization have “hiring” responsibilities. 
This Scope section can also include an “exclusion” statement (e.g., this procedure does not apply to employees working in locations in Mexico or Canada). 
3.0 Policy
The Policy section heading contains the objectives, strategies, goals, culture, vision, mission, or other guiding principles for the topic stated in that document Title and the Purpose section heading. Policy statements can originate from the following kinds of information: 

· Goals or objectives of senior management toward specific business processes, issues, problems, or challenges;

· Vision, mission statements, and strategic plans;
· General company or department assumptions (e.g., facts taken for granted);

· Department guidelines for specific business processes or practices; or
· Laws and regulations such as Federal, State, and local laws; Sarbanes-Oxley Act of 2002, Federal Rules of Civil Procedure, HIPPA, and so on.
4.0 Definitions
The Definitions section heading contains descriptions of technical jargon, commonly misunderstood words, acronyms, abbreviations, reports, flow charts, models, and forms. At a minimum, you should define words and phrases that could be confusing or misleading to the audience. For example, “PR,” might stand for Purchase Requisition, Puerto Rico, Press Release, or Public Relations, to name a few.
5.0 Responsibilities
Summary listing that describes the roles and responsibilities of the individual(s), or group(s), which perform actions in a policy or procedure. The Procedures section generally defines the details behind these summary statements. The first sentence of this section heading contains information as to the person, or group, responsible for compliance to the content of this document. Personal names should never be used. 
The format can be something like:

5.0
Responsibilities

5.1
The Chief Financial Officer (CFO) shall ensure compliance to this procedure.


5.2
The Finance employees shall...
6.0 Procedures
The Procedures section describes the rules, regulations, activities, timing, place, and personnel necessary to carry out the intent of the procedure and/or support the essence of the policy statements contained within the Policy section heading. If a flow chart is used to describe the process flow, then the procedure can often be written from the flow and logic of this diagram. 
The format of this section is typically written with indentations something like the following:

6.0
Procedures

6.1
The “Purchase Requisition” is...



6.1.1
The “Purchase Requisition” is sent...
NOTE: In the rare case of a short procedure, a single paragraph will suffice with or without numbering.
The Procedures section heading is required for procedure documents but is optional for policy documents that do not have supporting procedures. When a policy is written that does not include procedural statements, then write, “Not applicable,” in this section such as:
6.0
Procedures

Not applicable.

NOTE: Do not write “N/A” or “NA,” rather spell out phrases as much as possible to assure consistency from document to document.
7.0 Revision History
The Revision History section heading contains the history of the document from the first release to the most current. The first release of the policy or procedure document shows the revision letter “A” and a creation date. 
Complete descriptions can be written in table form or referenced in an attachment in cases where there is a lengthy explanation required for the revisions or changes. 
CAVEAT: Keep in mind that most readers do not read the Revision History section heading; rather they are expecting the policy and procedure writer, or the one that sends out the communications or does the training, to inform them of the changes.
Sample:
	Revision 
Date
	Revision Letter
	Name of
Document Author
	Description

Of Change

	8/18/08
	A
	Stephen Page
	New Document

	10/07/08
	B
	Stephen Page
	Added a definition of “Purchase Requisition” and added a flow chart to Appendix A.


*Note: The first line item, marked in BOLD, represents the first release of the document.
OPTIONAL SECTION HEADINGS
In some circumstances, an organization might like to add sections. Examples include “Background,” “References,” “Document Approvals,” or “Disciplinary Actions.” 
If you use these section headings, try putting the “Background” section after the Purpose section heading. Or place “References” and “Disciplinary Actions” after the Procedures section heading but before the final section heading of “Revision History.” Or place the “Document Approvals” section heading just before the “Revision History” section heading.
NOTE: In every case, if you add an extra section heading to the writing format, document the writing format changes in the “Procedure on Procedures” document and be consistent. Never write one document with 7 sections headings and the next one with 8 section headings.
OPTIONAL DOCUMENTATION

Optional documentation could include: Forms, Flow Charts, Models, or Reports. While it’s tempting to place the optional documentation within the body of the policy or procedure, do the following:
Define the documentation in the Definitions section heading and make references to the location of the optional documentation. For example, if you want to include a flow chart, describe it within the Definitions section heading and add, “Refer to Appendix A” to view the flow chart. Or after your description, in the case of an electronic document, you might add a hyperlink within the definition and make the reference open in a new window.
Policy and Procedure Writing Format Procedure

Page 1 of 3
Prepared by Stephen Page, 10/07/2008

