
From the Desk of:  insert name
 Position:  insert classification/position title
Last Updated:  insert date revised
	1
	Process Name


	2
	Process Contacts   Who else is involved in this (agency/unit, phone number, email address).


	3
	Deadline/Dates   When this needs to be done (time of the year or how often).


	4
	Process Steps & Responsibilities   Who does what next?



	5
	Process Resources Available   What are they called and where are they located – either hard copy or on which computer drives.


	6
	Contacts for Help   Who to contact for more help if difficulties.
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