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SECTION 1 - INTRODUCTION
PURPOSE

<MANDATORY – A concise statement (one or two sentences) on why the unit rule/work instruction exists and what it is designed to ensure.  This statement should not contain background information or detailed explanations, and should be suitable to act as a summary for viewing on the web before the user views the whole document. >

XXXXXXXXXX
SCOPE

<MANDATORY - State the people, groups of University units to which this unit rule/work instruction applies.>

XXXXXXXXX This unit rule applies to <students/student> <in the TAFE Division/in the Higher Education Division/University-wide>
DEFINITIONS

<OPTIONAL – delete if not appropriate.  If a university-wide procedure exists then definitions are probably dealt with there and there is no need to repeat them here.  If it is necessary to insert some definitions, first check the Glossary of Terms for Policies and Procedures – those definitions should be used here.>
	Word/Term
	Definition

	XXXXXXXXX
	XXXXXXXXX


CONTEXT
<MANDATORY – State here the university-wide policy and/or procedure that this unit rule/work instruction supports.  If there is no overarching policy/procedure, then state none. >

	Name
	Location

	XXXXXXXXX
	XXXXXXXXX


SECTION 2 - UNIT RULES 

UNIT RULES
<The specific unit rules or work instructions themselves.  Where necessary insert process flow diagrams and screen shots>

	1. 
	XXXXXX Heading


	
	XXXXXXX Text is left aligned to heading number



	2. 
	Heading 2



	2.1
	Sub-heading



	
	Text is left aligned with sub-heading title.

2.1.1 Indent sub-sub-points.

2.1.2 Use outline numbering for sub-sub-points.




SECTION 3 - RELATED MATERIAL
Related Material
<MANDATORY – insert details of related material that support the unit rule, including any lower level documentation and/or business process models.  This should not include the overarching policy/procedure - that should be listed at ‘Context’ above.>
	Name
	Location
	Document Type

	XXXXXXXXXX
	
	


SECTION 4 - GOVERNANCE
RESPONSIBILITY

	Owner
	<Insert who has responsibility for maintaining this work instruction>

XXXXXXXXXXX


VERSION CONTROL AND CHANGE HISTORY

	Version Number
	Approval Date
	Approved by
	Amendment

	XXXX
	XXXXXXXXXX
	XXXXXXXXXX
	<Enter a statement summarising the changes to the previous version; do not list each and every amendment>

<List documentation that have been superseded by this document.>
XXXXXXXXXX
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