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Administration and Finance	Comment by Natalie Schroeder: All text, unless otherwise specified, should be in 12-point Calibri (Body) font.
Operations Detail: DEPARTMENT/OFFICE NAME – #	Comment by Natalie Schroeder: Ensure this text is in bold and all capital letters.



ADMINISTRATION & FINANCE | DEPARTMENT/OFFICE NAME	Comment by Natalie Schroeder: Ensure this text is in all capital letters.
Title	Comment by Natalie Schroeder: For the title, use 14-point bold font and apply the "Title" style for formatting.
Month Year


1.0  PURPOSE		Comment by Natalie Schroeder: Format each section heading in 14-point bold using the “Heading 1” style, and add a 5-point space before the section text begins.

The purpose statement should include the following:
· What is being provided – information, standards, guidelines
· Who the intended audience is – campus community, CPP employees, CPP students, etc.
· Topic – furnishing standards, purchase orders, etc.	Comment by Natalie Schroeder: Include an 8-point space between paragraphs within the same section heading.

Example: “This operations detail [provides information and guidance/sets standards/etc.] for [intended audience] regarding [topic of the operations detail].”	Comment by Natalie Schroeder: Add a 12-point space after each section.

2.0  BACKGROUND	

The background section should include information on the Office/Department that oversees the operation, as well as the purpose for the operation/process.

3.0   OVERVIEW	

Provide a brief overview of the operation/process.

Example, This process involves the following steps:
1. Step One
2. Step Two

4.0  CITATIONS	

Provide citation with hyperlink for any laws, policies, etc. that inform/govern process	Comment by Natalie Schroeder: Add a 5-point space between citations.

Provide citation with hyperlink for any laws, policies, etc. that inform/govern process

Provide hyperlink/citation for any laws, policies, etc. that inform/govern process

Provide hyperlink/citation for any laws, policies, etc. that inform/govern process

5.0  PROCEDURES	

What are the steps to this process?
What tools/resources are used in this process?
What roles are responsible for each step in the process?
How long does the process take/timeline?
 
5.1 Sub-Heading 1 Title	Comment by Natalie Schroeder: For subheadings under the main section heading, number them as 5.1, 5.2, etc., and format them in 12-point bold using the “Heading 2” format style.

Sub-Heading 2 Title	Comment by Natalie Schroeder: For headings under the subheadings, format them in 12-point underlined text using the "Heading 3" style.


6.0   DEFINITIONS	

Word
Provide definition for any jargon or unfamiliar terms used in this operations detail	Comment by Natalie Schroeder: Include an 8-point space between definitions.

Word
Provide definition for any jargon or unfamiliar terms used in this operations detail

Word
Provide definition for any jargon or unfamiliar terms used in this operations detail

7.0   CONTACTS	

1


This operations detail is owned, administered, interpreted, and revised as necessary by [Department/Office Name (hyperlink)].



Primary Contact Name
Title
email
Secondary Contact Name
Title
email


8.0   REVISION TRACKING	

Revision History
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	Summary of Revision
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9.0   APPENDIX		Comment by Natalie Schroeder: Only include if you have Appendix items. Do not include anything in the appendix that is not referenced/cited in the detail.
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