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1.0 Purpose
The purpose of this technical instruction (TI) is to …

2.0 Applicability
To whom does this TI apply?      (e.g., “This technical instruction applies to the EMCBC Office of Contracting personnel performing simplified acquisitions”.)

3.0 References

3.1 References

· MSD – XXXXX, SAD – XXXXXXX, SAP – XXXXXXXXX
· MSD – XXXXX, SAD – XXXXXXX, SAP – XXXXXXXXX

4.0 General Information: 

5.0 Process: 

(Step by Step Instructions) “Use active voice verbs” in parenthesis and provide an example such as “complete”.  Also, put the performer bolded, underlined, and left justified and above the applicable step/steps.
	Administrative Assistant
	Completes review of document
Routes completed document to staff for review.



6.0 Attachments

7.0 Records Generated

Records generated through implementation of this TI are identified as follows and are maintained by each individual office in accordance with the EMCBC Organizational File Plan:

	Records
Category Code
	Records
Title
	Responsible
Organization
	Quality Record Classification


	
	
	Office of 
	N/A


8.0	Flowchart

EMCBC Record of Revision – last page



