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A Procedure Template 
 
Complete the following procedure template. 
 
 
Core Function Code/Reference 
Procedure Name 
Overall Responsibility 
When Is It Done/ Why It Is Important 
 
 

Procedure Steps Who 
A.   

B.   

C.   

D.   

E.   

F.   

G.   

H.   

I.   

J.   

K.   

L.   

 
 
Attachments: Checklists, Templates, Forms, etc. 

Compliances/References: List: Quality, Environmental, OH&S, Workcover, Franchisor, etc. 

Date Set For Completion           /        /   Next Review Date         /       / 
Authorized: 
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