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1.1. APPROVAL RECORD (if document sections are approved individually)
· Reviewed by:
Amy Tehan, Document Control Coordinator

· Approved by:
[Supervisor or Program Manager]

· Approved by:
[Executive Council member with oversight]

· Approved by:
[Executive Council member]

· Approved by:
[Executive Council member]

· Approved by:
[Executive Council member]

· Approved by:
[Executive Council member]
The official approval record for this document is maintained in the Training & Records Management Office, 151 TASF.

1.2. REVISION/REVIEW INFORMATION (if document sections are maintained individually)
The revision description for this document is available from and maintained by the author.
1.3. PURPOSE AND SCOPE
[A description of the intended usage of the document, including the scope and limitations of the applicability should be addressed. This section, and all proceeding sections, may be customized to fit individual needs. See Plan 10200.038, Document Control Program Plan, for more information.]
3.1.1. Definitions
[This section should list any important words or phrases used throughout the document. Definitions should clarify for the reader the meanings of these words or phrases.]
3.1. ROLES AND RESPONSIBILITIES
3.2. Role 1

[Each role in this section should refer to a position or positions at the Laboratory (i.e., Laboratory Director, Occupational Medicine Program Manager) and list the responsibilities of that position within the context of the program/policy/procedure/plan being described. You may choose to write this section using the third-level subheadings as listed below, or you may choose to use simple bullet lists.]
3.2.1. Responsibility 1
3.2.2. Responsibility 2
3.3. Role 2

3.4. PREREQUISITE ACTIONS AND REQUIREMENTS
[This section should describe any preparation or setup needed prior to the program/policy/procedure/plan being performed. For example, in order for laboratory notebooks to be tracked, each notebook must first be assigned a barcode.]
3.5. PROGRAM/POLICY/PROCEDURE INFORMATION


[The core activities of Ames Laboratory’s Occupational Medicine Program are….]
3.5.1. Activity/Component I
3.5.2. Activity/Component II

3.5.3. Activity/Component III
3.5.3.1. OM Activity/Component III Element Description
3.6. POST PERFORMANCE ACTIVITY
[You could use this section to describe such things as performing a self-assessment according to a set time frame, how you will maintain certifications of personnel or ensure that data is accurate and up-to-date, how inactive records will be removed and stored in accordance with established records retention schedules, etc.]
4.0 ADDITIONAL INFORMATION
[If necessary, information including references and appendices]
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