PROCEDURE CHANGES REQUEST PROCEDURE
(
1. Copy original “File” and paste it in the Procedure Revision Folder.

Location: I: \ training \ Procedures Being Revised

(
2.  Make necessary changes to the Procedure.

           i). Unhighlight previous changes.

           ii). Insert new “Bold & Italicized” procedure changes. 

iii). Change suffix’s to the new letter ex. AAA – AAB.  At the top and bottom of the pages.
           iv). Change the “Title” of the document. I.e. Procedures – procedure.(     
  (v). Change date to “savedate” in the “procedure approval box”

(
3.  Make copy of changed / edited procedure.

(
4.  Mail the Edited Copy to the applicable recipients with an explanation that they must mail their approval. (Do not route file).

(
5.  Electronically Approved; use steps 2 – 3.

· 6. Cut the “Old Procedure” from its current location. (Shared directory). And paste it in the 

 
OBSOLETE PROCEDURE folder.
(
7.  “Cut” the “New Procedure” and place it in the correct folder and rename the document.  If the procedure is a NEW procedure create a hyperlink in the “Procedure Location Chart”

(
8.  In Non Imc –Training – Courses – New type the new procedure name and suffix and save

(
9. In Non Imc –Training – Courses – Replaces Courses – Replace the NEW course     with the Old.

· 10. Make the “Old Procedure” OBSOLETE in: Non Imc \ Training \ Courses.

· 11. Delete the original revised procedure from I: \ training \ Procedures Being Revised folder

(
12. Mail out a notification to the “Area Supervisors” to inform appropriate employees

of the change.

· 13. Print out a “Hard Copy”, place it in a plastic envelope and attach a “Procedure Approval Form” and send it out to the appropriate “Area Supervisors” with “your” name last.

(
14. Place the signed copy in the “Master Procedure Binder.”

(
15. Place the old procedure along with the Yellow “Procedure Request Form” in the “Completed Procedure Request Forms Binder.”

(
16. Return the “White” copy of the “Procedure Request Form” to the initiator of the request.







Title: ____________________________�_______________________��___________________   





Suffix: ____________________��___________ TO: ����__________________________________�








