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Purpose
Why this document exists and what it is for.

Scope
Who and what it applies to — which people, sites, contracts or activities.

Responsibilities
Who does what. Name roles, not people, so the document survives someone leaving.

Definitions
Any term a reader might not know. Delete this section if there are none.

Policy / Procedure
The substance. Numbered steps for a procedure; numbered clauses for a policy.
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