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1. [bookmark: _Toc407025348]Purpose
[bookmark: _Toc365299196]The purpose of this document is to describe the policy for [insert policy purpose]… at <Company Name>. 

2. [bookmark: _Toc365299190][bookmark: _Toc407025349]Scope 
The scope of this policy includes… [insert the scope of the policy]

Excluded from this policy are:
[insert any exclusions from the policy that are out of scope] 


3. [bookmark: _Toc365299191][bookmark: _Toc407025350]Responsibilities
The following roles and responsibilities are associated with this policy.
	Role
	Responsibilities

	[insert role]
	[list key responsibilities for each role mentioned within the policy]

	
	

	
	

	
	





4. [bookmark: _Toc407025351]Policy overview
1 [bookmark: _Toc404858192][bookmark: _Toc404858501][bookmark: _Toc404859371][bookmark: _Toc407025162]
2 [bookmark: _Toc404859372][bookmark: _Toc407025163]
3 [bookmark: _Toc404859373][bookmark: _Toc407025164]
4 [bookmark: _Toc404859374][bookmark: _Toc407025165]
4.1 [Insert policy 1]
Describe the requirements of policy 1 ……..

4.2 [Insert policy 2]
Describe the requirements of policy 2 ……..
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[insert any relevant appendices]




[bookmark: _Toc365299198]Definitions
Amend as required or delete. 
	Term
	Definition

	
	Insert terms/abbreviations and definitions for those used within the manual. Do not include any terms or abbreviations not used within the manual.
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List all controlled procedural documents referenced in this document (for example, policies, procedures, forms, lists, work/operator instructions)
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List all other referenced records in this document. For example, regulatory documents, in-house controlled documents (such as batch record forms, reports, methods, protocols), compliance standards etc.
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