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General Guidelines on How to Write a Procedure


What is a Procedure?
A procedure is a set of instructions that outlines the steps for performing a task(s). A procedure tells a staff member what to do, when to do it and how to do it. A well written procedure is detailed enough that anyone can read it, understand the process and follow the steps to perform a particular task in the absence of the staff member who is primarily responsible for the task.
A procedure;	
· must be accurate, brief and readable;
· must be useable by staff in their day to day work;
· should tell the reader how to do something not just what to do;
· should break the task or tasks into discrete sequential steps.
General Guidelines for Writing a Procedure:
· For each procedure list the title/name of the position of the person responsible for the task.
· For each procedure list the title/name of the position of the backup person for the task.
· For each procedure state a purpose.
· Enter all applicable due dates.  A procedure must include timeframes and document expectations, when appropriate.
· Make the steps sequential and numbered.  It should outline the steps to take and the order in which they need to be taken.  Start with the first action and end with the last action.
· Try to limit each step to a single activity.  
· Use short, active voice/action statement.
· Use “his/hers” instead of “theirs.”
· Include additional information in the forms section of the template, when appropriate.
· Include additional information in the appendix section of the template, when needed.  
· Properly reference forms and appendix items in the body of the procedure.
· List all the documents necessary for the task.
· List the source and location of the documents.  
Why do we need Departmental Procedures?
1. Operational Needs: They help new staff members perform complex tasks quickly and effectively.
2. Continuous improvement: Well-written procedures help staff members improve the quality of work within the department.
3. Risk Management: They help reduce the number of errors and omissions.
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Mission Statement 
Insert department’s Mission Statement

Departmental Organizational Chart
Insert Departmental Organizational Chart
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Department’s General Information
· Insert Physical Address
· Insert Mailing Address
· Insert Telephone Numbers

Dealing with Emergencies
· Employee Contacts
· Building Emergency Procedures
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Purchasing
A. Responsible Employee Title
B. Backup Employee Title
C. Procedure
1. Purpose 
2. Due Date
3. Describe in writing how purchasing is handled within your department.  Please follow the general instructions when writing this procedure.
Procurement Card
A. Responsible Employee Title
B. Backup Employee Title
C. Procedure
1. Purpose 
2. Due Date
3. Describe in writing how Procurement Cards are handled within your department.  Please follow the general instructions when writing this procedure.
Cash Handling Procedure
A. Responsible Employee Title
B. Backup Employee Title
C. Procedure
1. Purpose 
2. Due Date
3. Describe in writing how Cash is handled within your department.  Please follow the general instructions when writing this procedure.
Working Funds
A. Responsible Employee Title
B. Backup Employee Title
C. Procedure
1. Purpose 
2. Due Date
3. Describe in writing how Working Fund is handled within your department and the procedure for reconciling the funds.  Please follow the general instructions when writing this procedure.
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Gifts/Endowments
A. Responsible Employee Title
B. Backup Employee Title
C. Procedure
1. Purpose 
2. Due Date
3. Describe in writing how Gifts/Endowments are handled within your department and the specific procedure for monitoring the funds.  Please follow the general instructions when writing this procedure.
Monthly Statement of Accounts Review Procedure
A. Responsible Employee Title
B. Backup Employee Title
C. Procedure
1. Purpose 
2. Due Date
3. Describe in writing how the Review of Montly Statement of Account is handled within your department.  Please follow the general instructions when writing this procedure.
Accounts Certification for the Budget Office
A. Responsible Employee Title
B. Backup Employee Title
C. Procedure
1. Purpose 
2. Due Date
3. Describe in writing how Account Certification is handled within your department.  Please follow the general instructions when writing this procedure.
Travel
A. Responsible Employee Title
B. Backup Employee Title
C. Procedure
1. Purpose 
2. Due Date
3. Describe in writing how Travel is handled within your department.  Please follow the general instructions when writing this procedure.
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Non-Travel Reimbursements
A. Responsible Employee Title
B. Backup Employee Title
C. Procedure
1. Purpose 
2. Due Date
3. Describe in writing how Non-Travel Reimbursement is handled within your department.  Please follow the general instructions when writing this procedure.
Fixed Asset Inventory
A. Responsible Employee Title
B. Backup Employee Title
C. Procedure
1. Purpose 
2. Due Date
3. Describe in writing how Fixed Asset Inventory is handled within your department.  Please follow the general instructions when writing this procedure.
Payroll/Time Card
A. Responsible Employee Title
B. Backup Employee Title
C. Procedure
1. Purpose 
2. Due Date
3. Describe in writing how Payroll/Time Card is handled within your department.  Please follow the general instructions when writing this procedure.
Compensatory Time
A. Responsible Employee Title
B. Backup Employee Title
C. Procedure
1. Purpose 
2. Due Date
3. Describe in writing how Compensatory is handled within your department.  Please follow the general instructions when writing this procedure.
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Records Management
A. Responsible Employee Title
B. Backup Employee Title
C. Procedure
1. Purpose 
2. Due Date
3. Describe in writing how Records are retained and how final disposition of records are handled within your department.  Please follow the general instructions when writing this procedure.
Department Specific Function
A. Responsible Employee Title
B. Backup Employee Title
C. Procedure
1. Purpose 
2. Due Date
3. Describe in writing how this function is handled within your department.  Please follow the general instructions when writing this procedure.
Department Specific Function
A. Responsible Employee Title
B. Backup Employee Title
C. Procedure
1. Purpose 
2. Due Date
3. Describe in writing how this function is handled within your department.  Please follow the general instructions when writing this procedure.
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Forms
Add all the forms used by your department for any of the above mentioned procedures.
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Appendix
Add any applicable appendix items here.















Approval

________________________________		___________________
Department Head Title 				Date

________________________________		___________________
Vice President of Business Affairs 		Date
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