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[The title should be intuitive, and easy for users to find in an alphabetical list]
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[Introduction]

[List all section titles below.]

1. [Procedure Title]

2. [Procedure Title]

3. [Procedure Title]

4. [Procedure Title]

[Definitions]
Exhibits

[List the titles of all exhibits that are a part of this subject area, including forms, diagrams, etc. Before creating flowcharts, exhibits, graphics, etc., contact the SBMS Office for guidelines.]

Related Information
[List all documents, manuals, and other subject areas that are referred to in this subject area.]

Standards of Performance

[List all applicable Lab-wide standards of performance here. Contact the management system steward to obtain the appropriate standards for this subject area.]

Subject Area Title

Introduction
[Include the following as appropriate: relevant background and/or context, scope and limits to scope, general statement of applicability. The introduction should be brief and informative.]

1. Procedure Title
[Procedures should be sequential in order, so the first procedure should be the first major step in the overall process. Titles should use an active voice.]

Effective Date

[Month, Year the subject area is to be published online.]

Point of Contact

[Who should staff call if they have questions? What is this person’s title (relevant to this subject area). Only the title will appear in the subject area. This title will have to be included in the Support Services Directory along with the contact’s name and phone number.]

Applicability

This information applies to . . . . [Include who it applies to and under what circumstances, if relevant. Consider applicability to BNL staff (employees receiving a paycheck from BNL) as well as non-BNL staff (individuals at BNL who are not staff – guests, users, visitors, etc.).]

Required Procedure

[Write a summary statement that describes what will be accomplished by completing the required procedure steps.]

[Write the steps that must be followed in order to meet the standards. Include the actor, i.e., who actually performs each step. Include only one action per step. Do not use passive voice. Always write out acronyms. When you would like a section made into a hyperlink, underline it and provide the URL.Use “notes” for information that is related to the procedure step, but not required.]

Step 1
[For example:] Staff members obtain the recommended hearing protection device. 

Note: For information on noise reduction ratings (NRR), contact the Safety and Health Representative. 

Step 2


Step 3


Step 4


Guidelines

[Include optional suggestions here, such as general guidance, reminders, or additional related information.]

References

List all subject areas, manuals, links, etc., cited in this section.

2. Procedure Title
[This should be the second major step in the overall process. Repeat the elements shown in procedure 1. Include additional procedures as necessary.]

Definitions
[Only define terms that are used in this subject area. List terms in alphabetical order.]

Term
Definition




About File

[This lists the date the subject area was first published online, briefly describes the subject area, and lists the management system that has responsibility for creating/revising the subject area. The descriptions are used in the notification to staff. If this subject area is replacing a legacy document or old procedure, specify which one(s).]

Keywords

[Include 5-10 key words that are associated with this subject area. Choose words staff may use when searching for information about the subject area.]
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