Subject Area Outline

Subject Area Title

[Title should be intuitive, easy for users to find.]

Contents

[List all section titles in the table below]

	Sections

	1.

	2.

	3.

	4.


Exhibits

[List the titles of all exhibits that are a part of this subject area.]

Forms

[List the required forms that are a part of this subject area.]

References
[List all documents, manuals, and other subject areas that are referred to in this subject area.  Use specific citations that follow the PNWD reference format (see Author’s Guide).]

Introduction
[Include the following as appropriate:   relevant background and/or context, scope and limits to scope, general statement of applicability.  Introduction should be brief and informative.]

1.  Section Title
[Sections should be sequential in order, so the first section should be the first major step in the overall process.  Titles should use an active voice.]

Point of Contact

[Who should staff call if they have questions?  What is this person’s title (relevant to this subject area). Only the title will appear in the subject area. This title will have to be included in the SBMS Contact List along with the contact’s name and phone number.  Instructions for adding names to the SBMS Contact List can be found in the SBMS Contact List, Requesting Changes subject area]

Applicability

This information applies to . . . . [Include who it applies to and under what circumstances, if relevant. Consider applicability to staff (employees receiving a paycheck from Battelle--Pacific Northwest Division) as well as non-staff (individuals at PNWD who are not staff).]

Required Procedure

[Write a summary statement that describes what will be accomplished by completing the required procedure steps.]

[Write the steps that must be followed.  Include the actor, i.e., who actually performs each step.  Include only one action per step.

Use “notes” for supplemental information that is related to the procedure step.]

	Step 1
	The staff member obtains the recommended hearing protection device. 

Note: For information on noise reduction ratings (NRR), contact your Safety and Health Representative

	Step 2
	

	Step 3
	

	Step 4
	


Suggested Guidelines

[Include general guidance, reminders, or additional related information that is optional.]

2.  Section Title
[This should be the second major step in the overall process.  Repeat the elements shown in section 1.  Include other sections as necessary.]

Definitions
[Only define terms that are used in this subject area.  List terms in alphabetical order.  To see the definitions for terms used in other subject areas, go to the Writers Page on the subject area development site [http://sbmsauthqa.pnl.gov/standard/def/sbmsdef.htm).]

	Term
	Definition

	
	

	
	

	
	


Revision History File

[This lists the date the subject area was first published online, and the dates on which major revisions (or minor revisions the SME wants to note) were published, briefly describes the new subject area or the revisions, and lists the management system that has responsibility for creating/revising the subject area.  The descriptions are used in the notification to staff.] See the How to Write Revision History Descriptions exhibit.
External Links

[List links to web pages outside the SBMS.]
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