Procedure Number

Version #.#



Approved: mm/dd/yy



Page 2 of 3

INSTRUCTIONS

DØ operating procedures are created using this MS Word 2000 template.  Not all sections are required for all procedures.  Use your judgment.  All procedures shall have a title, procedure number, and version number.  The procedure number shall have the following format:

DØ-category-system-###

Categories include:
EMERG, SAFETY, OP, MAINT, ADMIN, OTHER.

Systems include: 
SOL, SMT, FT, CPS, FPS, CAL, ICD, MU, LUM, TRG, DAQ, RAD, FPD
CRYO, ELEC, MECH, BLDG, GAS, TRAIN, ESH, OTHER

Certain heading, paragraph, and numbered list styles have been defined to help format procedures in a standard way.  Refer to the "Styles" list in the "Format" menu.  Style names are given below.  Sample text has been inserted for guidance.  Replace the sample text with your text.  

A few simple formatting guidelines:

1. Action steps in the procedure should begin with an action verb, followed by a direct object for the action, followed by additional supporting information.  First-level action steps are denoted by a bold-faced number in brackets (style name: Action Step), second-level action steps are denoted by a bold-faced letter in brackets (style name: Action Step 2).  See section 4.1 for an example.

2. "NOTE" statements provide supporting information to subsequent steps in a section.

"CAUTION" statements apply only to subsequent steps that could result in equipment damage.
"WARNING" statements apply only to subsequent steps that could result in personnel injury.
Associated explanatory text shall be in italics. (Style name: "NoteCautionWarning").  See section 4.2 for an example.

3. IF, THEN steps should be formatted with the IF, THEN text in all caps and underlined. (See Section 4.2.1 [1] for an example.

4. Other itemized lists should be numbered with capital letters using the style "List Cap Letters". See section 2 for an example.

If you have questions or comments, please direct them to Bill Freeman (wfree@fnal.gov) or Mark Fitzpatrick (fitzpatrick@fnal.gov)
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1 Introduction

1.1 Purpose

This procedure provides instructions for …

1.2 Scope

This procedure addresses the actions necessary to…

It does not address…

1.3 Applicability

This procedure applies only to the type A framus without support rings…

2 Precautions and Limitations

A. Precaution A

B. Precaution B

3 Prerequisite Actions

3.1 Documents

[1] Obtain document xyz

3.2 Special equipment, tools, parts, and supplies

[2] Get part xyz

3.3 Special approvals

[3] Obtain approval from (name, organization)

3.4 Special training

[4] Attend training course xyz

4 Procedure

4.1 Second-Level Heading

[5] Do this…

[6] Complete the data sheet for each…

[a] Record the reading on…

[b] Verify that…

[7] Test the…

4.2 Second-Level Heading

[8] Do this…

CAUTION
Failure to apply the framus to the swoosh plate in the following step will permanently damage the whatzit.
[9] Apply the framus…

4.2.1 Third-Level Heading

[10] IF valve is off,
THEN add liquid to….

WARNING
Failure to apply the grounding strap may result in electrocution.
[11] Apply the grounding strap to…

4.2.2 Third-Level Heading

NOTE
The set point for relief valve xyz is nominally…

[12] Record the set point for relief valve…

5 References

C. Technical manual xyz

D. Assembly dwg abc

6 Appendices

E. Checklist/Datasheet for…

F. Drawing for …

