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1. [bookmark: _Toc235848607][bookmark: _Toc235848836][bookmark: _Toc235848956][bookmark: _GoBack]

1. [bookmark: _Toc365299189][bookmark: _Toc404782375][bookmark: _Toc404872423]Purpose
The purpose of this work instruction (WI) is to describe the requirements for [insert purpose]… at [Company].
This WI forms part of the XXX procedure; refer to Procedure QPXXX: Title for further information.
Always include a reference to the parent Procedure.
2. [bookmark: _Toc365299190][bookmark: _Toc404782376][bookmark: _Toc404872424]Scope
The scope of this WI includes… [insert the scope of the procedure]

Excluded from this procedure are:
· e.g. non-GMP areas or systems related to the scope of the WI 
· e.g. related areas or systems documented in a different WI
Add or remove content as required.
3. [bookmark: _Toc404872425]Instructions
3.1. [bookmark: _Toc404780623][bookmark: _Toc404782379][bookmark: _Toc404872426]Part 1 Heading
Complete the following steps to…
	Step
	Action

	1
	xxxx

	2
	xxxx

	3
	xxxx
Add as many steps as required for the Part. Do not use a Step/Action table if there is only one step to the Part.


3.2. [bookmark: _Toc404780624][bookmark: _Toc404782380][bookmark: _Toc404872427]Part 2 Heading
[bookmark: _Toc404872428]Sub-heading title
Complete the following steps to…
	Step
	Action

	1
	Use a Step/Action table when the section contains a series of more than 2 steps.

	2
	

	3
	



[bookmark: _Toc404872429]Sub-heading title
Normal style
Use paragraph text if the section does not contain a series of steps.

[bookmark: _Toc235848842]

Definitions
Amend as required or delete. 
	Term
	Definition

	
	Insert terms/abbreviations and definitions for those used within the document. Do not include any terms or abbreviations not used within the document.
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DOCUMENT END

	Document is current if front page has “Controlled copy” stamped Updated October 2019
	Page 1 of 3



	Document is current only if front page has “Controlled copy” stamped in red ink
	Page 2 of 5








	Document is current if front page has “Controlled copy” stamped Updated October 2019
	Page 6 of 6



