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DIN:  (to be assigned by manager)    
Name of Process:   
  
    
Purpose 
(Indicate what this process is for.) 
 
Scope 
(Indicate to whom this process applies.) 
 
Definitions 
The following is a list of key definitions: 
 

Term/Phrase Definition 
  
  
  
  
  
  
  

 
Process 
The table below describes responsibilities for this process:                        
(Write the stages, who does each, and what the stage entails.  Typically a new stage starts 
when the policy changes hands.) 

Stage Who Description 
   

 
IF  

  

THEN  
   
   
   
   

 
Supporting references 
Listed below are college documents that support this process: 
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