Tips for Writing Procedures

Whether you are doing on-the-job training, documenting how a job should be done, or performing a job hazard analysis, it is important to have written procedures for every job.  Here are some suggestions that will help you write good procedures.

1.  Write the objective and/or expected outcome of the task/process.

2.  Perform the task/process step-by-step.

3.  As you go through each step, write down the following:

· What you have to do to accomplish the step.

· Any tips or suggestions for making the step easier.
· Any potential hazards associated with the step.

· The required safety measures.
4.  Once the procedures are written, give them to someone who is familiar with the task/process and ask them to perform the task using your procedures.

5.  Get their suggestions for improvement.

6.  Revise the procedures based on the feedback.

7.  Neatly type the procedures before giving them to trainees for use.
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