Organizational Policy Statement

Policy Title

[Insert policy title here]

Policy Number

[Insert policy number]

Effective Date

[Insert effective date]

Purpose

[Describe the purpose and intent of the policy here]

Scope

[State who and what is affected by this policy]

Policy Statement

[State the principles, rules, or standards to be followed]

Definitions
e [Term]: [Definition]

e [Term]: [Definition]

Procedures

1. [Step or requirement]

2. [Step or requirement]

Responsibilities
e [Department/Role]: [Responsibility]

¢ [Department/Role]: [Responsibility]

Related Policies & References

¢ [Related Policy Name or Reference]

¢ [Related Policy Name or Reference]



Revision History

Date Version

[MM/DD/YYYY] [v1.0]

Approved By: [Name/Title]

Date

Description of Change

[Initial creation]

Author

[Name]
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