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Policy Title

Approved By:


[insert DRAFT until approval is granted]

Effective Date
:


History:


Approval Date:





Revisions:  

Type:



[insert Administrative vs. Board Policy, whichever is applicable]

[insert Division, e.g. Finance] Policy Number:
Responsible Official:

Related Policies:

Executive Summary
Policy Statement 

(Brief summary, generally 2 – 3 sentences, with descriptions of the activities addressed by the policy, who is governed by the policy, and when the policy applies.  It does not describe procedures.)

Reason for the Policy

(Provide basic explanation for the policy, recognizing the legitimate purpose of the policy, describes benefit of the policy as well as addresses concerns that the policy seeks to manage.)

Responsibilities

(Summarize major responsibilities for key roles with respect to the policy.  Key roles may be for an individual, position, location, group, or department.  Additionally, the policy may govern a particular set of key responsibilities. Include in text or as subheadings the guidance and owner of the policy, institutional risk, university mission or value, legal/regulatory requirements, and best practice that the policy addresses.)

Primary Guidance

(Refer to and state any policies that serve as primary guidance.  Cite any regulatory guidance (state or federal regulations mandating the policy.)  If none, state such.  If consistent with best practice, state such.)

Responsible University Office or Officer
(Individual(s) responsible for development, maintenance and oversight of the policy.  Responsible for answering questions pertinent to the policy, i.e. accountable party of this policy and its administration.)

Who Is Governed By This Policy

(List all parties, generally, all faculty, staff, officers, trustees, and students who are working for or on behalf of the university.)

Who Should Know This Policy
(List persons, by nature or position, affected by this policy or who must be familiar with its contents.  Include communication and training plan.)

Exclusions & Special Situations
(List any positions, circumstances, locations, or organizations (internal or external to the university) that are excluded from the policy.  If there are no parties excluded, state “None.”)
Highlights of Revisions, by Date

(Revision history by date; i.e., a catalog summarization of key changes to the policy.)

Policy

(Detailed policy statement.)
Table of Contents

(Subheadings with interactive links to the referenced pages.)

Related Policies
(Include the URL where each associated policy is located in order for the reader to be actively linked to map the actual referenced document(s).)

Related Documents

Procedures

 (Actual detailed policy and procedures.  Incorporate subheadings to distinguish important elements of the policy and/or procedures.  Include a Table of Contents with hyperlinks to the related text.)
Definitions

(List terms in alphabetical order, for those not apparently known by reader or unique to this policy in order to enhance the readers’ understanding.  Terms can be technical, unfamiliar, or having special meaning.)

Contact(s)

(Who, by position and telephone number, to contact for questions or clarification.  Reference departmental call center email address.  The role of the contact may need to be explained, if not apparent.  Contacts might include the responsible officer, the person responsible for compliance and/or exception approvals, a person who processes forms or other requests.  Any general inquiry line (telephone and/or email) should be included.)

Web Address for Policy
(Type URL where policy is located in order for the reader to be actively linked to map the actual referenced document(s).)

Appendix and Forms
(Detailed policy, procedures, forms, practices, and other related documentation.)

Procedures (Detailed information for compliance to policy, if separately stated and not incorporated in the policy text.)

Forms
(Listed with URL links for online (paperless) access.  Attempt to make forms interactive.)


FAQ (Frequently asked questions.)


Training/communication plan

Contracts
Policy Template
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