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1. [bookmark: _Toc207855180]Revision History
	Date 
	
	Author
	Version
	Change Description

	15.08.2023
	
	Staff Name
	01
	Original release

	
	
	
	
	


2. [bookmark: _Toc207855181]Introduction
2.1. [bookmark: _Toc207855182]Purpose
2.1.1. Statement of reason why this document is written, examples: “to set a uniform guideline for executing the tasks…. to comply with requirements of government regulations,….or to prevent adverse financial risks due to human errors and lack of clear direction.” 
2.2. [bookmark: _Toc207855183]Scope and Application
2.2.1. Statement of scope may include the beginning (how it is triggered to start) and end (completion of a certain outcome or output) of the process.
2.2.2. Statement of application refers to the inclusion and exclusion of the procedure. Ex. “This procedure applies to all employees and contractors,” “This procedure applies only to the purchase of items with value = or > AED 500”.
2.3. [bookmark: _Toc207855184]Roles and Responsibilities
	Role 1
	· List down important responsibilities
· 

	Role 2
	· List down important responsibilities
· 

	Role 3
	· List down important responsibilities
· 

	Role 4
	· List down important responsibilities
· 

	CEO
	· List down important responsibilities
· 



2.4. [bookmark: _Toc207855185]Definition of Terms 
2.4.1. Payment Processing: The process of reviewing and verifying the invoice, initiating the payment, and issuing the official receipt….

1. Process
2.5. [bookmark: _Toc207855187]Subprocess
2.5.1. 
2.5.2. 

2.6. [bookmark: _Toc207855188]Subprocess
2.6.1. 
2.6.2. A

2.7. [bookmark: _Toc207855189]Subprocess
2.7.1. Aaa
2.7.2. A



3. [bookmark: _Toc207855190]Appendix 
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4. [bookmark: _Toc207855191]Process Visualization
4.1. [bookmark: _Toc207855192]High Level Flowchart
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4.2. [bookmark: _Toc207855193]Business Process Model
5. [bookmark: _Toc207855194]Training 
The following roles shall be trained by the author of this procedure:
	Roles

	Document Authors

	Process Owners

	



Training can be conducted live face-to-face or online. In some cases, handing this document over to a new hire and getting feedback is sufficient.
After the training, the trainees shall affix their signatures to the Training Record.




