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	(Name of) Procedure

	
	




	Version
	1.0

	TRIM file number
	11/XXXX

	Short description
	A procedure on …

	Relevant to
	All employees

	Authority
	This Procedure has been approved by [title of delegated approver] in accordance with the Policy on Delegations and Authorisations - Delegation Schedule 1, GOV10.

	Responsible officer
	Manager, …

	Responsible office
	

	Date introduced
	Day, month, 2010 when approved

	Date(s) modified
	Date when modifications were approved

	Next scheduled review date
	Month, 2012

	Related University documents
	

	Related legislation
	

	Key words
	procedure …


1. PURPOSE (of the document)
This procedure describes how to …
2. SCOPE (or ELIGIBILITY) – to whom does this document apply?
2.1 This procedure applies to (target group).
2.2 Optional – This procedure does not apply to (non-target group).
3. SPECIFIC HEADINGS AND SUB-HEADINGS
Sample clauses that avoid excessive prescription in relation to an advisory committee:

3.1 (Name of) Committee
3.1.1 A committee of normally five (5) members, but no less than three (3) members, shall be annually determined by the Vice-Chancellor to:
(a) (specify purpose)

(b) (specify purpose)
3.1.2 The committee members shall be of the appropriate classification level, include a representative of … (optional inclusion), and normally have a gender mix.
APPENDICES (or ATTACHMENTS)
1. (Name of appendix or attachment)

2. (Name of appendix or attachment)
Table of amendments

	Version number
	Date
	Short description of amendment

	1.2
	2 May 2011
	Content aligned with Policy on Delegations and Authorisations and Brand Governance Policy
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