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Category: 
Subcategory: 
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POLICY STATEMENT (POLICY XXX)

A concise summary of the policy goal:

Review of policies shall be in accordance with Procedure ________________ and as reflected in Guidance Documents __________________. Definitions related to the types of actions that are anticipated in this policy are set forth in Section 6, below.  Actions that may be taken include the following:

· Action to be taken in sequential order
· Action to be taken in sequential order
· Action to be taken in sequential order
· Action to be taken in sequential order
Steps should be clear and understandable for the given audience. Use the fewest words to convey the most meaning. Avoid using acronyms or jargon. If acronyms are necessary, spell out the full name completely the first time the acronym is used. Pronouns should not be used.

PURPOSE

This procedure sets forth the steps to be taken and tools to be used in __________________________

DEFINITIONS

Definitions in this Procedure shall be as set forth in Policy __________________ and as outlined below.

PROCEDURES 

Initiating (Subheadings may be used to direct the reader to the appropriate action area and to improve the readability of the document)

Two methods are available for the introduction of new _______________________


Developing 

Policies and amendments shall be developed as set forth in _______________________

Approval


Implementation

See 200-G8: Policy Implementation Checklist

Evaluation


HISTORY

YYYY/MM/DD	Procedure approved for implementation at time of publication of Policy __________
Best practices recommend reviewing procedural documents at least annually.

ADDITIONAL INFORMATION

[bookmark: _Hlk147149275][bookmark: _Hlk148541402]Related USU Policies, USHE Rules, or Regulations

Related Procedures

[bookmark: _Hlk147149325]Guidance

Related Forms and Tools

USU Contacts
Who can provide clarification or address concerns if they arise
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