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[bookmark: _Toc118115702][bookmark: _Hlk102045015]Purpose
[bookmark: _Toc69400863][bookmark: _Hlk66168105]The purpose of this Choose an item. is to [introduce all activities which are regulated in this document and/or for which activities this document is to be applied].
[bookmark: _Toc118115703]Scope
[bookmark: _Hlk88819122]This Choose an item. is valid at Company ABC for all Organization or below-mentioned Departments. The respective training shall be given in accordance with 
SOP-10 Training Management.
List of Departments (if document is not valid for all Organisation)
[bookmark: _Toc93649444][bookmark: _Toc93672989][bookmark: _Toc93673026][bookmark: _Toc93673085][bookmark: _Toc93673119][bookmark: _Toc88560005][bookmark: _Toc118115704]Responsibilities
Responsible for the content of this Choose an item. is [add Designation e.g., Department Head or Team Lead]. Add the required responsibilities.
	Role
	Definition/Task

	Role or Designation
	


[bookmark: _Toc93649456][bookmark: _Toc93673001][bookmark: _Toc93673038][bookmark: _Toc93673097][bookmark: _Toc93673131][bookmark: _Toc88559994][bookmark: _Toc118115705]Definitions, terms and abbreviations
[Add lines as required]
	[bookmark: _Hlk69105403]Term/abbreviation
	Definition at Company ABC

	
	


[bookmark: _Toc93649458][bookmark: _Toc93673003][bookmark: _Toc93673040][bookmark: _Toc93673099][bookmark: _Toc93673133][bookmark: _Toc93649461][bookmark: _Toc93673006][bookmark: _Toc93673043][bookmark: _Toc93673102][bookmark: _Toc93673136][bookmark: _Toc93649464][bookmark: _Toc93673009][bookmark: _Toc93673046][bookmark: _Toc93673105][bookmark: _Toc93673139][bookmark: _Toc93649467][bookmark: _Toc93673012][bookmark: _Toc93673049][bookmark: _Toc93673108][bookmark: _Toc93673142][bookmark: _Toc93649470][bookmark: _Toc93673015][bookmark: _Toc93673052][bookmark: _Toc93673111][bookmark: _Toc93673145][bookmark: _Toc69103750][bookmark: _Toc88559999][bookmark: _Ref93672670][bookmark: _Ref63411390][bookmark: _Toc118115706]Workflow
This is the heart of the document. Central processes, activities or work steps shall be explained here in detail. Appendices shall be used to record the processes and activities. Several sub-sections can be inserted. Work processes can be presented graphically or in tabular form in this section.
Figures (see Figure 1) and tables can be included in this section or its sub-sections using the “references” tab. Cross references shall be also added automatically). Mention the QM storage location (folder) of the generated records.FIGURE



Figure 1: Add title of the figure (Include legend, description if required)
[bookmark: _Ref63759007][bookmark: _Toc88560009][bookmark: _Toc118115707]Applicable documents
[Please list all relevant applicable documents], e.g.
MD-01		Quality Manual
SOP-01		Documentation Management
[bookmark: _Ref63709804][bookmark: _Toc118115708]Appendices
The following appendix(ces) is/are integral part of this Choose an item.: [Please list all relevant appendices]
Appendix		[Title and Type of appendix]
[bookmark: _Toc93649474]Appendix		[Title and Type of appendix]
[bookmark: _Toc93673164][bookmark: _Toc69400861][bookmark: _Toc118115709]Document revision history
Whenever a document is revised, the text “See header” is replaced by the implementation date of the previous version, and “See header” is entered as the valid date of the next revision version.
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	Description of the revision
	Reason for the revision
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	Enter main purpose for revision
	Enter relevant reason
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