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1. What is the task?

2. Why does the task need to be completed?

3. Who is in charge of completing the task?

4. When does it need to be done?

5. How does the task need to be done? (Use a video and/or use a checklist)
a. Step 1
b. Step 2
c. Step 3 (and so on)

6. Approval Levels
	Prepared by:
	

	Reviewed by:
	

	Approved by:
	



7. Revision History  	
	No. of Revision
	Date
	Description of Changes
	Author
	Approved by
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