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ELECTRONIC POLICIES AND PROCEDURES FORMAT

ISSUE STATEMENT

The (name of Agency) requires the (installation, upgrade, repair of network server, repair of desktop hardware and software, etc.).

GOAL OF PROCEDURE

APPLICABILITY

These procedures apply to .

ROLES AND RESPONSIBILITY

· (Name of Individual) shall:

· (Name of Individual) shall:

STANDARD OPERATING PROCEDURE (SOP)

· Procedures shall be in place to                       . The procedures shall                       

· The following practices shall be documented and maintained for all : 

· All procedures shall be in accordance with                   , and the (name of Agency)’s policy.

· Compliance

SUPPLEMENTARY INFORMATION

POINTS OF CONTACT 

1
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