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PURPOSE:
Every policy should have a purpose statement to summarize the intent of the policy.  It should be 2-3 sentences defining the reason we have the policy.
POLICY:
Heading 1 – for Main categories @ 16 pt. (Formatted in properties)
Normal text spacing
· Font – Calibri (Body)
· Normal text spacing @ 12 pt. font for body text
· Bullet spacing @ .25” indent and hanging @ .25”

1. [bookmark: _Hlk132900456]Number spacing @ .25” indent & hanging @ .25”
a. Sub indent format @ .75” indent and hanging @ .25”
i. Additional indent format @ 1.38” and hanging @ .13
Heading 2 – for Secondary categories (if applicable) @ 14 pt. (Formatted in properties)
Normal text spacing
· [bookmark: _Hlk138338102]Font – Calibri (Body)
· Normal text spacing @ 12 pt. font for body text
· Bullet spacing @ .25” indent and hanging @ .25”
[bookmark: _Hlk132719697]
1. Number spacing @ .25” indent & hanging @ .25”
a. Sub indent format @ .75” indent and hanging @ .25”
i. Additional indent format @ 1.38” and hanging @ .13”
Heading 3 – for subsequent categories (if applicable) @ 12 pt. (Formatted in properties)
Normal text spacing
· Font – Calibri (Body)
· Normal text spacing @ 12 pt. font for body text
· Bullet spacing @ .25” indent and hanging @ .25”

1. Number spacing @ .25” indent & hanging @ .25”
a. Sub indent format @ .75” indent and hanging @ .25”
i. Additional 
ii. indent format @ 1.38” and hanging @ .13”

Flow text throughout document – the document control register should be on the last page of the document.  Place page breaks where appropriate.  

DEFINITIONS:
· POLICY NAME:  Title of the Policy
· POLICY NUMBER (NO):  A numbering convention that will be assigned to each department responsible for their policies. 
· Board of Regents – BOR100…
· President’s Office – PRES200…
· Academic Affairs – AA300…
· Business Affairs – BA400
· Student Affairs/Enrollment Mgmt. – SAEM500
· Research Committee Policies & Webmaster Policies – RECOMMENDAITON that these be moved to the appropriate departments/divisions.  Research to AA and Webmaster to Compliance & Communications
· RECOMMENDATION for NEW: CC600 for Compliance & Communications Policies
· APPROVING BODY: The governing body responsible for approving the policy.  
· Board of Regents – approves X
· President’s Office – approves X
· UPC – approves X
· VERSION NUMBER (NO):  Will change when a revision is made to the policy.
· RESPONSIBLE DEPARTMENT:  The department that has oversite of the policy.
EFFECTIVE DATE:  The date the policy goes into effect.
· REVIEW/REVISION DATE:  The date the policy is reviewed as part of the annual review process or the date the policy is revised based on changes required to the policy.
· REVIEW vs REVISION:
· Document review only - will constitute a REVIEW.
· Reporting structures, definitions, law revisions/updates, grammar changes, title changes, verbiage updates, etc.  will constitute a REVISION.
· PURPOSE:  Will include 1-3 sentences describing the policy at the beginning of the policy.  
· PROCEDURES:  Should be removed from the policy and documented separately within the department it is assigned to, as an SOP or standard operating procedure referencing to a Policy.  For University policies, procedures will remain in the document.
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All policy approvals and revision history are maintained in the Policy Office.  Draft and archived/obsolete revisions are not to be used.  Please refer to the WNMU website @ https://policy.wnmu.edu for the current approved version of the policy.
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