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1. Introduction

1.1 Overall purpose
1.2 Key objectives
1.3 Scope
2. Contribution list
This key document has been circulated to the following individuals for consultation;

	Designation

	

	

	

	

	

	

	

	

	

	

	

	


This key document has been circulated to the chair(s) of the following committee’s / groups for comments;

	Committee

	

	

	


3. Glossary of terms
	Term / abbreviation
	Description

	
	

	
	

	
	

	
	

	
	

	
	

	
	


4. Procedure description and flow chart

5. Roles and responsibilities

6. Standards
7. Escalation process

8. Downtime process (if ICT dependent process)

9.  Training and Development 
10. Monitoring

11. Contact details 

12. Links to relevant departmental / Trust policies and procedures

13. Appendices

SOP version 2 draft

[image: image1.png]