

Page 1 of 2
GX-XXXXX-A
[Document Title]
Page 2 of 2

	[image: image1.jpg]



	Document #
	Date Effective

	
	GX-XXXXX-A
	

	
	Author(s)
	Supersedes

	
	
	

	GLAST LAT Procedure, Guideline
	
	

	
	Subsystem/Office

	
	

	Document Title

	[Sample Procedure]


FORWARD—DELETE AFTER READING

 [Use of this format is mandatory for all QMS documentation to comply with the requirements of ISO 9001.  Procedures shall be prepared in instances where the lack of such directions may adversely affect the quality of a product. Procedures shall contain the following sections although sections may be designated as "not applicable" in a particular instruction.

[This document template is prepared in two sections.  This forward is designed for the document author’s use.  It provides general information about using the template.  The forward section must be deleted from the document and then the remainder of the template can be used.  The body of the document contains section headings and writing instructions , which are enclosed in brackets [ ], as follows:  [This is an instruction on what should be written.]  DELETE ALL BRACKETED TEXT AND REPLACE WITH PROCEDURE SPECIFIC DETAIL.

[Fill out the title block on page 1, along with the header on page 2, which contains the document number and title.  The “Effective Date” is the earliest possible date after approval the document will be effective.  If this date occurs before final approval, the release date will supersede the effective date as the date of implementation.]

CHANGE HISTORY LOG

	Revision
	Effective Date
	Description of Changes

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


1.  PURPOSE

 [Short statement of the purpose of the Procedure/Guideline]

2.  SCOPE

 [Short statement of the scope of the procedure.]

3.  DEFINITIONS

 [This paragraph is optional. Unless otherwise defined, the quality management terms that are used in this procedure will be as defined in ISO 8402. When definitions are included, they should be assigned sequential lower-case letters, beginning with a.]

4.  REFERENCES

 [List and identify documents which are either referenced in the body of the procedure or employ the subject procedure as a reference.  Also, record forms that are applicable to the implementation of the procedure.]

5.  PROCEDURE

 [Write text of procedure here, including any graphics, or flow-charts.]
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