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POLICY SUMMARY
A brief statement of the purpose of the policy, which may include a basic explanation for the policy if not readily apparent.

POLICY STATEMENT
Provides general organizational attitude of an organization; it reflects the basic objectives, goals, or vision. This is a good place to show the tie to business strategic goals. (The inclusion of this statement within a procedure makes the procedure easier to understand without having to refer to another source for policy information.) 

DEFINITIONS
Uncommon words or words with meanings unique to higher education should be defined and listed in alphabetical order.
SCOPE & PURPOSE

Describes objective(s) for writing a policy or procedure. (Two to three sentences are adequate for this introductory paragraph. Do not include acronyms or technical terms that have yet to be defined in this heading.)
RESPONSIBILITIES
Summarizes the roles and responsibilities of all individuals involved with the implementation of this policy.
UNITS AND PERSONS AFFECTED  

Provides a list of those units, persons or groups that might be impacted by the policy or procedure (i.e., target audiences or users). When all employees are affected, simply write, “All Employees.” External groups like customers or suppliers should also be listed.

RELATED PROCEDURES
Should include any other information to be linked to in the policies or other relevant information. Examples of information that should be included are forms to support the policy, etc.

APPENDIX

May include links to outside references or other information helpful for understanding or implementing this policy.
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