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1.0 Purpose:

The purpose of this procedure is to define the process for enter the function that this procedure will describe…
2.0 responsibilities:

2.1 Assistant Executive Director (AED) – The AED shall be responsible for… enter responsibilities of roles as they relate to this particular procedure
2.2 Corridor Manager (CM)/Project Manager – The CM or Project Manager shall be responsible for… enter responsibilities of roles as they are related to this particular procedure
3.0 scope/applicability: 

This procedure shall apply to all (Enter all documents, policies, projects, corridor, etc as applicable, e.g. all NTTA corridors and projects).
4.0 references:

· Enter references to any NTTA requirements manuals etc that are required to fulfill this procedure , e.g. NTTA PS&E Manual (live links should be entered in “Light Blue” font on the document name or number only) 
· Enter references to any PD procedures referenced within this procedure, e.g. AG-02 ILA/MOU Process procedure  (live links should be entered in “Light Blue” font  on the document number only)
· Enter references to any external documents that are required to fulfill this procedure, e.g. AASHTO, TxDOT, FHWA documents (all external reference documents should be entered in “Black” font)
5.0 definitions & ACRONYMS
Enter applicable new definitions & acronyms, if any, which are not available in the DEFINITIONS & ACRONYMS of QMS Manual.
6.0 procedures:

6.1 Enter Procedure steps in Chronological order with main activities at one level of indenture, e.g.  Main Activity Step 1
6.1.1 Enter sub-level activities at this level of indenture, e.g. Sub-level Step 1

6.1.2 Sub-level Step 2
6.2 Main Activity Step 2 

7.0 REGULATORY REQUIREMENTS: 

· List any and all regulatory requirements in bullet list, e.g. Regulatory Requirement Number 1
· Regulatory Requirement Number 2

8.0 related board policy: 

· List any related NTTA Board Policies referenced within the procedure in bullet list, e.g. NTTA Board Policy Number 1
· NTTA Board Policy Number 2

9.0 COMPONENT DOCUMENTS:

· List any forms that are required to be filled out while completing this procedure.  Ensure the form exists and enter it in “Light Blue” font to indicate a live link, e.g. CON-03-F1 Change Order Form
· List any attachments that are referenced within this procedure, these usually serve to provide examples when necessary.  Ensure the attachment exists and enter it in “Light Blue” font to indicate a live link, e.g. SD-01-A1 Sample Conceptual Alternatives Evaluation Report

10.0 FLOWCHART:

Insert any applicable process flow charts here…
11.0 REVISION HISTORY: (Start at REV Level 0 for Original Issue, and then increment with each subsequent revision)
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