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Instructions: Follow format below and replace information within brackets {} with appropriate information that applies to your chapter.  Sections for Purpose, Audience/Scope, Policy, and Responsibilities are required. However, additional section headings are included here for an example and can vary.  

Purpose:
Scope:
Background:
Policy:
Responsibilities: (Example of Formatting for descending parts)
1. (Text)
a. (Text)
(1) (Text)
(a) (Text)
Procedures:
Note:  The procedures section of the manual chapter is designated to provide a general explanation only and is not to include a Standard Operating Procedure (SOP). Any SOP that is to be included in the chapter is to be added as an appendix.  Appendices can be easily updated as needed without formal review.
References:
1. NIH Policy Manual, Chapter 1743 Keeping and Destroying Records, available at:  https://oma1.od.nih.gov/manualchapters/management/1743/
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Appendix 1: {title of supporting information/document}
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