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Citizen Service Procedure

Use this template to service delivery for [public service].

Template Metadata

Field Details

Category Government

Owner [Team or owner]

Version [Version number]

Effective Date [Date]

Review Cycle [Monthly / Quarterly / Annual / Event-based]

Status [Draft / In Review / Approved]

Application Requirements

Provide a complete checklist of documents, forms, and prerequisites the citizen must submit. Be

specific about acceptable formats and where to obtain forms.

Item Details Owner Status

[Item or

requirement]

[Describe the relevant detail, evidence, or

decision]

[Owner] [Open /

Complete]

[Item or

requirement]

[Describe the relevant detail, evidence, or

decision]

[Owner] [Open /

Complete]

Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]
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Review Workflow

Describe the step-by-step process from submission to decision. Include who reviews at each stage,

what they check, and possible outcomes (approve, deny, request additional info).

Item Details Owner Status

[Item or

requirement]

[Describe the relevant detail, evidence, or

decision]

[Owner] [Open /

Complete]

[Item or

requirement]

[Describe the relevant detail, evidence, or

decision]

[Owner] [Open /

Complete]

Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Inter-Department Routing

Explain how the application moves between departments. Include a table showing each department,

their review responsibility, and estimated review time.

Item Details Owner Status

[Item or

requirement]

[Describe the relevant detail, evidence, or

decision]

[Owner] [Open /

Complete]

[Item or

requirement]

[Describe the relevant detail, evidence, or

decision]

[Owner] [Open /

Complete]

Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Timeline & SLAs

Provide concrete timeline commitments in a table. Include statutory deadlines if applicable. Specify

what happens if SLAs are missed.

5/5/26, 2:39 PM Citizen Service Procedure

file:///var/folders/4v/t4gyc96s7zb8t514_r57qgr40000gn/T/tmp2gykoyxx/template.html 2/4



Item Details Owner Status

[Item or

requirement]

[Describe the relevant detail, evidence, or

decision]

[Owner] [Open /

Complete]

[Item or

requirement]

[Describe the relevant detail, evidence, or

decision]

[Owner] [Open /

Complete]

Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Fee Schedule

List all applicable fees in a table with amounts, payment methods, and refund policies.

Item Details Owner Status

[Item or

requirement]

[Describe the relevant detail, evidence, or

decision]

[Owner] [Open /

Complete]

[Item or

requirement]

[Describe the relevant detail, evidence, or

decision]

[Owner] [Open /

Complete]

Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Appeals Process

Describe the citizen's right to appeal, the appeals body, filing deadline, required documentation, and

hearing procedures. Use checklists and tables. Write at an 8th-grade reading level for public

accessibility.

Item Details Owner Status

[Item or

requirement]

[Describe the relevant detail, evidence, or

decision]

[Owner] [Open /

Complete]
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Item Details Owner Status

[Item or

requirement]

[Describe the relevant detail, evidence, or

decision]

[Owner] [Open /

Complete]

Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]
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