University Policy XXXX: [Title of Policy]
Responsible Office:
Policy Procedure:
Related Law, Policy & Guidelines: 

I. Scope: Specify who or what the policy applies to and/or the geographic scope of the policy (e.g., this policy applies to all George Mason students, or this policy applies to all property owned, controlled or used by George Mason)

II. Policy Statement: State what the policy does or what it requires.  What is the purpose and intention of the policy?  What are the rules or requirements?  Use “must” or “shall” statements; avoid “may” or other permissive statements.  Details about implementation or processes should be included in the procedures document, not the policy statement.  

III. Definitions
(in alphabetical order; only items in this definitions list should capitalized in the body of the document; should align with shared definitions glossary)

IV. Responsibilities: List specific responsibilities of individuals or offices that are required by the policy.  (e.g., All employees must . . .; Office X is responsible for . . .;)

V. Compliance: Include any specific compliance requirements, such as required training or reporting requirements.  What are the consequences for failing to comply with the policy?

VI. Timetable for Review: specify how often the policy will be reviewed (default to 3 years)

VII. Amendments: specify any required approvers for future amendments 

VIII. Dates: will include approval date and effective date as well as dates for all approved revisions
(do not remove history – very important to keep as part of document)
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