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PURPOSE
Brief description of what policy is intended to accomplish.

DEFINITIONS AND ACRONYMS
Definition of keywords and acronyms used in the policy.  Note that these keywords may also be searchable.  Additional searchable key words can also be identified.

POLICY STATEMENT
The policy statement should be a concise statement of the university’s intent regarding the topic of the policy and expectations regarding compliance with it.  

PROCEDURES
Description of procedures directly related to compliance with this policy.  The official policy document should describe higher-level aspects of procedures, e.g., approval chain and responsibilities, with detail regarding implementation linked to website or similar resource.  The procedures section should clearly indicate mandatory or voluntary compliance.  The procedure detailed in the policy document should not be dependent on a particular technology.

RELATED UNIVERSITY, STATE AND FEDERAL POLICIES 
As applicable
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