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Reformatting Policies Using the New Required Template

1. Open the policy template document.  Each section briefly describes what should be included.

2. If you have an electronic version of the policy in an older template, copy the entire policy and paste it under “Policy Statement”.  This may make the template easier to work with as you rearrange sections.

3. Enter the policy name in the Policy Title space at the top of the page, but leave the Chapter Name/Policy Type blank.  OSM will renumber policies according to the new table of contents.

4. In Microsoft Word, turn on the Track Changes function. (In Word 2007, Track Changes is located under the Review tab.)  This will greatly assist reviewers in noting the changes to the document. 

5. Fill in each section as completely as possible by cutting and pasting or adding text as necessary.  

6. For previously approved policies, enter the Approved Date and the Effective Date.

7. Enter the latest revision date under Revised, if applicable.

8. Save the reformatted policy using the policy name as the file name.
Template Tips

· 01.101 Policy Statement – Be as concise as possible, and make sure not to include procedures here.  Generally limited to 1-2 paragraphs.
· 01.102 Application of Policy – Indicate to whom the policy applies.
· 01.103 Definitions – Use the Regents Rules definitions when available.  Otherwise, clearly define those terms with specific meaning in the policy.

· 01.104 Procedures and Responsibilities –   Include broad procedures fundamental to the policy, not internal departmental procedures. Include the office or person responsible for each procedure or duty.

· 01.105 References and Cross-references – List associated rules, policies, statutes and regulations.

· 01.106 Reference forms and tools related to policy, including how to obtain them if possible.  The forms and tools can be modified without modifying the entire policy.
