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Example Revision History

This is used to make sure everyone is using the same procedure and to be familiar with the revisions made.  You should pilot test the procedure to make sure it is efficient and fully understood by all.

	Date
	Editor
	Change Comments

	01/07/2009 
	John Smith
	Version 1.0 - Final draft for review – If all agree, this new process will go into effect 01/10/09

	01/08/2009
	John Smith
	Version 1.1 – The process went into effect on 01/07/2009 with no problems.  The only revision was adding the table of contents.

	02/11/2009
	John Smith
	Version 2.0 - Added the Reseller Company name as a requirement

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Example Introduction & Scope

This is where you would want to state the purpose for this procedure.  You would provide an overview of the procedure and the intended audience.  You would also state the pre-requisite knowledge and skills if applicable.  List any equipment, supplies or parts are needed for this procedure if applicable.  If there are any safety concerns or other precautions, you would want to highlight them here as well.  

To continue this example, the purpose for this very simple order process is stated below:

The purpose of this document is to incorporate the process and procedure for the ordering of the Widget product from our Distributor base.  These orders are moved between departments electronically, via the company database, with certain criteria for ease of identifying and expediting.  The departments involved are Customer Care, Shipping and Accounting.  It is assumed that all involved fully understand how to use the corporate database.

Example Widget Order Process
(Points to keep in mind with this example:  Define a logical sequence of steps that are short and cover the important points.  Write it as if you are talking to the individual who is going to use the procedure.  Think of the reader’s ability to ensure that all directions will be easily understood.   Be sure to define unfamiliar terms and acronyms. Use hints and analogies whenever needed.  Insert pictures, flowcharts, or illustrations if desired.)

 This section covers the internal order process for a Widget from a Distributor:

1. Distributor calls Customer Care to order a Widget.
2. Customer Care will verify the account number and password. 

3. Customer Care will enter the number of Widgets ordered into the company’s database and give the Distributor a confirmation number. The order information must include: 

· Widget model number

· Number of Widgets ordered

*If an account hold has been placed (due to the Distributor is not in good standing), Care will inform that at this time they cannot place the order and that the company Controller will contact the Distributor to work out the details ASAP.

4. Once verified and confirmed eligible, Customer Care will process the order and change the queue in the database to Shipping.

5. Shipping will ship the Widget(s) to the Distributor.  Once shipped, Shipping will update the database and change the dispatch action to Accounting.

6. Information is pulled from the database into the accounting books.  Accounting will send an invoice to the Distributor.

7. Once payment has received, Accounting will close the order.  *If payment has not been made within 30 days, Accounting will notify the Controller to contact the Distributor.  ---End---
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