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	The written steps necessary to appropriately and uniformly perform a task in carrying out policies and activities of the College.


	Overview/procedure description

	Describes the overall objectives, functions, or tasks that the procedure is designed to accomplish and the circumstances under which the procedure should be used.

	Areas of Responsibility
	Lists departments, units, offices and individual job titles for those who have responsibility for aspects of daily control and coordination of procedure, authority to approve exceptions to the procedure (if applicable), and procedural implementation (including responsibility for any required electronic or written forms).  Sets forth the scope of such department’s, unit’s, office’s, or individual’s responsibility under the procedure, the procedural areas subject to discretionary modification (if any), and the responsibility for implementation.

	Procedure details
	Using an approach which is customized to the subject (i.e., can be a statement in outline format of each step required, a checklist of what needs to be done, an explanation of how to complete the necessary forms or screens – including copies of the forms or screens, or an appropriate combination of techniques), provide the reader with the necessary procedural and “how to” information.  Included in this section should be definitions of unique terms or terms subject to different interpretation and copies of all forms needed to complete the procedure.  A transaction flow chart might also be included in this section.

	References
	List Northern Marianas College policies, federal and CNMI laws and regulations, or other references directly applicable to the procedure.  May include the history of the development of the procedure.

	Help Page
	A table which points users to training programs, classes, College offices, other College documentation, telephone numbers, and other sources of help completing forms or carrying out procedures.
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