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	Montana Operations Manual
PROCEDURE TEMPLATE
	Category
	

	
	
	Effective Date
	

	
	
	Last Revised
	

	Issuing Authority
	Department of Administration
State Information Technology Services Division

	PRO–Title of Procedure

	


1. Purpose
The Montana Information Technology Act (MITA) assigns the responsibility of establishing and enforcing statewide IT policies and standards to the Department of Administration (DOA). {Title of related Policy} defines the guidance for {Title of Procedure}.

1. Scope
This Procedure applies to the CIO as required under 2-17-521(4), MCA, and to executive branch agencies, excluding the university system, as required under Section 2-17-524(3), MCA.

1. Roles and Responsibilities
The following roles and responsibilities are required and in accordance with Information Security Policy - Appendix B (Security Roles and Responsibilities):

1. Requirements
INSERT YOUR REQUIREMENTS HERE and Delete the rest of this section (in green).  It is ONLY AN EXAMPLE to show you the formatting structure to use.
Example:
To support ******, this Policy requires that … shall:
A.	Implement this Policy in compliance … Specific requirements for SITSD include:
1.	Allocation of adequate resources to ….
2.	Implement the ….
B.	Establish procedures and associated ….
C.	Establish and evaluate performance ….

1. Definitions
(Optional)  May add definitions here



VI.	Compliance
The Statewide Procedure: Developing Statewide Information Systems Procedures and Guidelines, shall govern procedure changes or exceptions. Submit requests for a review or change to this instrument by an Action Request form. Submit requests for exceptions by submitting an Exception Request form. Changes to procedures shall be prioritized and acted upon based on impact and need.

VII. Enforcement
Enforcement for statewide polices and standards developed in accordance with this policy will be defined in each policy, standard or procedure. 

If warranted, management shall take appropriate disciplinary action to enforce this Policy, up to and including termination of employment, consistent with current State Policy.  The discipline policy can be found in the MOM Policy System (search for: 261).  When considering formal disciplinary action, management will consult with their assigned Human Resource Specialist before taking action.

VIII. References
0. Legislation
2-17-505 MCA Policy
2-17-512 MCA Powers and duties of Department
[bookmark: _GoBack]Montana Information Technology Act (MITA)
Montana Information Technology Act (MITA)
0. Policies, Directives, Regulations, Rules, Procedures, Memoranda
Statewide Policy:  Establishing and Implementing Statewide Information Technology Policies and Standards
Statewide Procedure:  Establishing and Implementing Statewide Information Technology Policies and Standards
Statewide Policy: Information Security Policy - Appendix B (Security Roles and Responsibilities)
SITSD Procedure: IT Policies, Standards, Procedures and White Papers
Insert link to related Policy
May add additional references here
0. Standards, Guidelines
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