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[Process Name] - Process Documentation Template
[One-line summary of the process this document describes and the outcome it produces.]
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[bookmark: section-0]1. Process Overview
[Describe what this process is, why it exists, and the end result a completed run produces.]
[bookmark: section-1]2. Trigger and Frequency
1. Trigger: [What starts this process - a request, a date, an event]
1. Frequency: [How often it runs - daily, weekly, on demand]
1. Expected duration: [How long a single run typically takes]
[bookmark: section-2]3. Roles and Responsibilities
	Role
	Responsibility

	[Process owner]
	[Owns the process, approves changes]

	[Performer]
	[Runs the steps day to day]

	[Reviewer / approver]
	[Signs off on outputs or exceptions]


[bookmark: section-3]4. Inputs and Outputs
Inputs
1. [Input 1 and where it comes from]
1. [Input 2 and where it comes from]
Outputs
1. [Output 1 and who receives it]
1. [Output 2 and who receives it]
[bookmark: section-4]5. Tools and Systems
1. [System or app used in this process, and what it is used for]
1. [System or app used in this process, and what it is used for]
1. [Access or permissions required]
[bookmark: section-5]6. Process Steps
	#
	Step
	Owner
	Notes

	1
	[What happens first]
	[Role]
	[Screenshot, link, or detail]

	2
	[Next action]
	[Role]
	[Screenshot, link, or detail]

	3
	[Next action]
	[Role]
	[Screenshot, link, or detail]

	4
	[Next action]
	[Role]
	[Screenshot, link, or detail]

	5
	[Final action and hand-off]
	[Role]
	[Screenshot, link, or detail]


[bookmark: section-6]7. Decision Points and Exceptions
Note: Document what to do when the process does not go as planned.
1. If [condition], then [action or escalation path]
1. If [condition], then [action or escalation path]
[bookmark: section-7]8. Definitions
1. [Term 1] — [Plain-language definition]
1. [Term 2] — [Plain-language definition]
[bookmark: section-8]9. Related Documents
1. [Linked SOP, policy, or work instruction]
1. [Linked SOP, policy, or work instruction]
[bookmark: section-9]10. Revision History
	Version
	Date
	Author
	Change

	[1.0]
	[MM/DD/YYYY]
	[Name]
	[Initial version]

	[1.1]
	[MM/DD/YYYY]
	[Name]
	[What changed]
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