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Title Starts with Active Verb (‘-ing’) or Ends in ‘Procedure’ 
Purpose: 
This procedure provides instructions for how to...

(A “why” statement or phrase may be added to include simple explanatory information required by the user or operator. This information can be included in the general purpose statement, or may be an additional line or two.)

Procedure: 

	
	Prompt
	Action
	Comment

	1 
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Notes:

(For use of template –Delete from drafts):

· Refer to instructions in other procedure templates if this procedure provides both computer instruction and associated action  
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