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OFFICE OF POLICY AND EFFICIENCY




PROCEDURAL STATEMENT
Procedure Title:  Insert Title Here



Functional Area: i.e. ACADEMIC


Related APS/APS Number:
Insert related APS and APS number here.
Effective Date:


Insert date procedure or revision to take effect.
Approved by:


Insert name and title of approver.
Responsible Office:

Insert name of responsible office/department here.
Procedure Contact:
Insert primary procedure contact information here.
Supersedes:
Insert title(s) and date(s) of superseded procedures or show as not applicable with “N/A”.
Applies to:
Specify who the procedure applies to here.


I. INTRODUCTION
II. PROCEDURAL STATEMENT
III. DEFINITIONS
IV. RELATED POLICIES, PROCEDURES, FORMS, GUIDELINES, AND OTHER RESOURCES
A. Administrative Policy Statements (APS) and Other Policies
B. Procedures

C. Forms

D. Guidelines

E. Other Resources (i.e. training, secondary contact information)
F. Frequently Asked Questions (FAQs)
V. HISTORY
VI. KEY WORDS (Insert list of key words, related terms or phrases both found and not found in the procedure, which others might use to search for this procedure.)
	Insert key words here – separate by commas.
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