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Preface

Note: Provide a brief introductory sentence for the Preface.

Note: If you change the main headings for this Preface, then be sure to update the bullet list below.

Note: To update the cross-references in the bullet list:

1.  Choose Insert > Cross-Reference.

2.  Select the correct heading, and click OK.

T

his document …

Topics discussed are:

How The Manual Is Organized

This manual is divided in <Number of Sections> sections:

· <Section 1>

· <Section 2>

<Section 1>

<Section 2>

Audience

Note: Identify the audience of the guide.

This manual is written for...

How to Use This Manual

Note: Describe how the manual should be used.  For example, should the user read it entirely before beginning to use the system (conceptually written information)?  Or can the user find task topics to refer to as needed (task-oriented information)?

Related Documents

Note: List related documentation, such as product user manuals.

Your Comments are Welcome

<Company Short Name> values and appreciates your comments as a user and reader of this manual.  As we write, revise, and evaluate our documentation, your comments are the most valuable input we receive.  If you would like to contact us regarding comments and suggestions on future releases of <Subject>, please use the following address or telephone numbers:

<Company Long Name>
<Contact Address>
<Contact Phone Number>
Email: <Contact Email>
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Chapter 
1
<Chapter Title>

T

his Chapter...

Note: Use this section to divide your document into chapters.  

The chapter number above is a Word Sequence field that automatically updates to reflect the correct chapter number when you have multiple chapters in your document.  

Also consider dividing your document into sections by inserting a section break before each chapter.  You can also include the current chapter number in captions and page numbers using by inserting a field (Insert->Field…) with the contents:



Seq Chapter \c

For more information, search for “Sequence” in Word for Windows help.

Topical Essay

The User Guide is a role-based document that provides specific user procedures to follow based on the user’s role.  

Procedures

Scope 

This procedure covers the following functional areas:

System References

The following system references are used:

Policy

The following policy guides the execution of this procedure:

Responsibility

<Role 1> is responsible for:

<Role 2> is responsible for:

Distribution

The following persons receive distribution of this document:

· <Role 1>

· <Role 2>

Ownership

<Role 1> is responsible for ensuring this document is necessary, reflects actual practice, and supports corporate policy.

Activity Preface

This activity is performed when …

This activity does not cover …

Navigation Instructions

· Distribution

· Related Procedures

· Ownership

· Alternative Regions

Business Forms

· Purpose

· Usage

· Attributes

· Filing

· Distribution

· Ownership

Reference Documents

· Distribution

· Ownership

Appendix A

Open and Closed Issues for this Deliverable

Note: Add open issues that you identify while writing or reviewing this document to the open issues section.  As you resolve issues, move them to the closed issues section and keep the issue ID the same.  Include an explanation of the resolution.

When this deliverable is complete, any open issues should be transferred to the project- or process-level Risk and Issue Log (PJM.CR.040) and managed using a project level Risk and Issue Form (PJM.CR.040).  In addition, the open items should remain in the open issues section of this deliverable, but flagged in the resolution column as being transferred.

Open Issues

	ID
	Issue
	Resolution
	Responsibility
	Target Date
	Impact Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Closed Issues

	ID
	Issue
	Resolution
	Responsibility
	Target Date
	Impact Date
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