Deer Lake United Church
Process AAAnnn DRAFT
Your process name goes here

Wherever possible, this template is to be used for all official Deer Lake United Church processes. (A process is a high-level description of WHAT needs to be done, without describing HOW it is done. A procedure describes how something is done.) The template supplies standard headers and footers, and a blank space for the document content.

Advantages:

1. All documents have a similar appearance.

2. The name of the person who maintains the document can be easily determined.

3. The date of the current version identifies how current the document is.
4. The name of the document file facilitates locating the file for updates.

Suggestions:

1. Use this space to create your procedure using whatever means available in Microsoft Word. A suggested format for a tabular procedure follows these instructions.
2. Modify the header by replacing “AAAnnn” with your procedure number (see see Policy POL002 Naming & Storage of Policies & Related Documents for instructions on numbering and naming documentsfor instructions on numbering and naming documents) and replacing “Template” with your short descriptive title.

3. Modify the footer by adding your name in the parentheses. 
4. To update the date and file name, use File > Save As to save the document with an appropriate name (see see Policy POL002 Naming & Storage of Policies & Related Documents for instructions on numbering and naming documentsfor instructions on naming files) in the desired folder on your computer. Now double click anywhere in the footer. Right click on the date and select Update Field. This will change the date to today’s date. Next right click on the filename and select Update Field to change the displayed file name. Now that the date and filename are updated, save the document using File > Save.
5. Of course you will want to delete these suggestions, but before you do so, it’s a good idea to print this document so you can refer to the instructions above.
	Purpose:

Describe the purpose of this process. (A process is a high-level sequence of tasks that describes what needs to be done but not how. A process has a definite start and end. ) 

	Step
	Who
	What
	When

	1
	Position(s) or committee(s) that perform this step of the process
	Describe what the position or committee does in this step. Describe what is done but not how. Keep the description at a high enough level so that changes in how the task is performed will not require the description to change. (EG: Collect committee reports. Compose the bulletin. ) A process step normally produces something. How it is performed is described in a procedure.
	What event triggers this step? (Examples: 4 weeks before the AGM, 1st day of the month, Monday morning, 1:00 PM, Mail arrives)

	2
	This may be left blank until the position  or committee changes.
	
	Leave blank if the event is the completion of the previous step.
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