


[image: ]POLICY NUMBER: 
SUBJECT: 	Comment by Katya Konkle: Subjects should be entered in title case (i.e., most words have a capitalized first letter). 

I. PURPOSE
The purpose of this Policy is [to implement, define, etc. ____________].

II. REFERENCES
A. Text	Comment by Katya Konkle: Include links to pertinent websites where applicable. 
Refer to Utah Code as “Utah Code § XX-XX-XX Title” and provide a link to the relevant Code (available at https://le.utah.gov/xcode/code.html).
Refer to SUU Policy as “Southern Utah University Policy X.X Title”
Refer to USHE Policy as “Utah State Board of Higher Education Policy RXXX Title” and provide a link to the relevant policy (available at https://ushe.edu/policies). 

III. DEFINITIONS
A. Term: Definition.	Comment by Katya Konkle [2]: Capitalize definitions throughout the policy.
B. Term: Definition.

IV. POLICY
A. Text	Comment by Katya Konkle: Use the following hierarchy.
Avoid using bullet points whenever possible.
Section titles should be in Title Case.
Do not place periods after section titles.
Use “they/them/their” pronouns.
1. Text
a. Text
i. Text
A. Text
1. Text
a. Text
i. Text
B. Text

V. RELEVANT FORMS/LINKS
· Text	Comment by Katya Konkle: Provide links to forms or additional resources where possible.
Forms and procedures should be separate from the actual Policy to allow for necessary updates quickly.
Generic websites to responsible offices can be added.

VI. QUESTIONS/RESPONSIBLE OFFICE
The responsible office for this Policy is ________. For questions about _______, contact __________. For questions about ______, contact __________.

VII. POLICY ADOPTION AND AMENDMENT DATES
Date Approved: 
[bookmark: _heading=h.gjdgxs]Amended: 
[bookmark: _heading=h.30j0zll]
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