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1. Title:	

Relevant title here.

2.	Purpose:

Brief outline of what process this document describes and the required outcomes.

3.	Scope:

Who this document applies to, i.e. all Contracts and Leases staff.


4.	Definitions:

Clarifies terminology (acronyms within the Work Instruction should be avoided).
Example 1: Xxxxxxxxxxxxxxxx.

Example 2: Xxxxxxxxxxxxxxxx.


5.	Process:

Bulk of information fits here.

Xxxxxxxxxxxxxxxxxxxxxxxxxxx

5.1	Xxxxxxxxxxxxxxxxxxxxxx

5.2	Xxxxxxxxxxxxxxxxxxxxxx  

a) Xxxxxxxxx 

b) Xxxxxxxxx


6.	Environmental Aspects:

	Outline environmental aspects. 


7.	WH&S Issues:

Document any WH&S issues carrying out this process may generate. 
8.	Operational Risks:

Think about any risks that might relate to this process. 


9.	Records:

Indicate where this record is stored. 


10.	References:

	Code:
	Contact Management Systems Coordinator

	Owner:
	Yourself

	Approved By:
	Applicable Branch Manager

	Date Approved:
	Month and Year

	Amendment Dates:
	Document all dates, i.e. May-09 : Aug-10 : Jun-10

	Due for Review:
	Three years after the last amendment date

	Related Policies/Documents
	Acts/Standards
Input
Policies:
 Input
Procedures:
 Input
Work Instructions:
 Input
Documents:
 Input




11.	Contact Information:

	Contact Person:
	Usually author

	Telephone:
	

	Email address:
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