Policy/Procedure Format and Guidelines

DRAFT

· Use table of contents as a starting point.  

· A hard copy of the final approved version of each procedure will be printed and signed.  The original and all subsequent approved revisions will be archived to show history and progression of each procedure.

· Each procedure will always be in the same order and include all six sections.  If a section does not apply, “not applicable” should be entered instead of leaving the section out.

· Final copies of all procedures will be numbered (excluding forms section at the back) and held in a three-ring binder.  Each procedure will begin on a new page.  This makes replacing pages easier.  Each time a procedure is updated, the old procedure is archived and the revision date is entered in section 2.

· Procedures will be numbered starting with 10 and going up by 10s.  Second and third pages of each procedure will use decimals in addition to the procedure number.  For example:  10, 10.1, 10.2, 20, 30, 40, 40.1, 40.2, 40.3, 50, 60, etc.  This gives us plenty of room to insert additional pages as needed without having to reprint the rest of the pages.  For example, a page inserted in the list above between pages 20 and 30 would be numbered 21.  A page inserted between 40.3 and 50 would be numbered 41, and so on.

	Purpose
	Brief description of objective(s).  
Example: 
“This procedure establishes guidelines by which CSU Foundation credit cards are processed.”


	Policy
	Entire or abbreviated version of policy that covers this procedure -if applicable.  Not all procedures fall directly under a particular policy.  e.g., reference timeliness, PCI compliance, etc. as policies of the institution.


	Procedure
	Numbered, step by step process from start to finish including rules and regulations, methods, timing, personnel (by title, not name), and location as needed.  



	Definitions
	Define abbreviations, acronyms, technical terms, etc., or state, “not applicable”

Example:  Skipjack = credit card service provider


	Forms
	List of applicable forms, flow charts, etc.  Placed alphabetically in last section of manual and referred to by title.  Flow charts are particularly helpful with complicated procedures requiring many steps.



	Revision History
	Creation date and dates of any subsequent changes or revisions.  All originals and obsolete revisions will be archived.

Example:

06/05/2009    original document (archived)

06/21/2009    revision 1 (archived)

07/12/2009    revision 2 (current)
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