Raytheon Company - Unrestricted Content
[Insert Company Name]
[Additional Division/Site Level, if Needed]
P-XXXX  Title
Release Date: 
Effective Date:
Effective date should allow reasonable time for affected sites/organizations to comply with the procedure.
Introduction
Purpose
Content here answers what this procedure is about (background, context, and an overview).
Begin content here. 
Applicability
Explains who this procedure applies to, e.g.  “This procedure applies to all Aerospace sites” or “This procedure applies to all Company personnel” or “This procedure applies to all Engineering and Integrated Supply Chain personnel”, etc.
Begin content here. 
Requirements
This section is intended to answer the questions, “Why do we need this procedure?” or “What requirement requires us to have this procedure?”
Begin content here.
Definitions 
Only list terms referenced in procedure.  If you have more than one procedure, an alternative would be to have a separate section for all the definitions.
	Term
	Definition

	
	

	
	

	
	

	
	


Process
Introductory, overview, or explanatory information here, if needed, to introduce, explain, describe, or put the process steps in context.
Begin content here.

A graphic may be helpful.
Step 1
Step 2
Step 3



Role/Responsibility Table
	Step
	Role
	Responsibility

	1 

	Job Title, or nature/character of duties
	Describe the task, duties for this process step.


	2
	
	

	3
	
	


Reference Documents
This section should include references to standards, Industry leading practices, guidelines, regulatory or customer requirements.
Document Number and Title – (this can be a live link)
Forms
Only list forms actually referenced in procedure.
Form – (these can be a live link)
Form 
Records
List records (e.g.: receiving documents, property management system, disposal records, etc.) directly referenced in this procedure.
The record(s) associated with this procedure are as follows:
	Record Description
	Location
	Method
	Responsible Holder
	Retention
 Period

	[Name of document]
	[Insert location of record]
	[Electronic or Manual]
	[Insert function]
	[Insert record retention period]


Parameters of records control are defined in [Insert Company Name] Record Control Procedure – PXXXX.
Revision History
	Current Revision Summary

	Either state that this is the Initial Release of a Procedure or explain the reason(s) for revision.  List the Initial Release date and all revisions w/dates.
Initial Release date:  e.g.10/29/14
Revision # and date:





Revision History 

	Date
	Version
	Change
	Reason

	10/29/2014
	1.0.0
	
	Initial Release

	6/17/2015
	1.0.1
	Added Revision History and Disclaimer
	Required

	7/12/16
	1.0.2
	Changed AIA to NDIA
	Committee under NDIA umbrella

	5/31/2024
	1.0.3
	Added list of  sample records in Section 6
	Clarification














Important Disclaimer: The National Defense Industrial Association (NDIA) has no intellectual
property or other interest in these Aerospace Industry Leading Practices for Property Management. By developing this Aerospace Industry Leading Practices for Property Management and making it freely available to anyone, NDIA assumes no responsibility for this Guideline’s content or use, and disclaims any potential liability associated therewith.
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