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Policy & Procedure Writing Tips 

 
• Appoint a team to complete the writing of the 

procedure 
 

• Because multiple steps are frequently involved in 
procedures, ask more than one individual to 
document the steps and/or demonstrate the 
procedure. 

 
• Refer to other procedures involved in completing 

the task. 
 
• Involve other departments in the review process to 

determine impact elsewhere. 
 
• Be as specific as possible, do not imply or skip 

steps. 
 

 
 


