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AFP-AP-12, Attachment A – Administrative Procedure (AP) Format

1.0	PURPOSE

Develop a “PURPOSE” statement to describe the intent of the procedure.  A procedure is a specified series of actions or operations which have to be executed in the same manner in order to always obtain the same result under the same circumstances to be followed to meet stated objectives, Policy Statements, DOE Orders and Directives, or government regulations. 

2.0 	SCOPE

Include a statement of purpose establishing the limitations or parameters of the procedure, what it applies to and to what it applies (i.e., receipt of incoming material, excess capital equipment, vendor drawings, etc.)

3.0 	APPLICABILITY

Define who shall comply with said procedures.

4.0 	REQUIREMENTS and REFERENCES

4.1 	Requirements

	Identify and list requirements (drivers) such as DOE, federal, state, and local codes, rules, regulations, and laws, that apply to the implementation of the procedure.  Include document number and title.  Avoid inclusion of revision number or date of document whenever possible.

4.2 	References

	Identify and list reference documents that have been mentioned in the procedure.  Include document number and title.

5.0 	DEFINITIONS and ACRONYMS (Optional)

Identify those terms and statements contained in the procedure that require definition for uniform interpretation and clarity.  Include any acronyms or abbreviations that are specific in the procedure.  If this section is not required, then state “Not Applicable.”

6.0 	RESPONSIBILITIES

Identify the managerial position or function (not the name of the individual) responsible for taking action and as appropriate, the groups associated with the responsibility to execute the appropriate procedural requirements contained therein.

7.0 	GENERAL INFORMATION (Optional)

Include supplementary background information associated with the orderly implementation of this policy or procedure.  This section will NOT always be required; however, as appropriate, this section should be a normal extension of the Purpose statement.  If this section is not required, then state “Not Applicable” in this section.

8.0 	PROCEDURE

This section is an orderly, step-by-step, and logical description of instructions detailing the actions and requirements needed to complete the procedure.  The instructions should identify the individuals responsible for performing the actions.

9.0 	RECORDS MAINTENANCE

The following is an example of a Records Maintenance section.  This information shall appear in each Records Maintenance section.  Additional information may be included to further clarify the Records Maintenance section.

The forms and records generated through implementation of this procedure shall be prepared and submitted in accordance with AFP-AP-20, Quality Assurance Records.

OR

9.0 	RECORDS MAINTENANCE

No records are generated as a result of implementing this document.

10.0 	FORMS USED

This section shall list the forms used in the procedure.   An example of the forms shall be included as part of the procedure.

11.0 	ATTACHMENTS

All attachments shall be listed in this section and shall contain the unique designator numbers and titles.  Each attachment shall be alphabetically labeled starting with A, B, C, etc., in consecutive order.
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