Business Policy Statement

Policy Title

[Enter Policy Title Here]

Purpose

[Brief description of the purpose of this policy]

Scope

[Detail which departments, employees, or business areas this policy applies t0]

Policy Statement

[Concise statement outlining your companya€™s policy regarding the subject]

Procedures

e [Step or procedure 1]
e [Step or procedure 2]
e [Step or procedure 3]
e [Add more as needed]

Responsibilities

e [Responsibility 1]
e [Responsibility 2]
e [Responsibility 3]

Effective Date
[MM/DD/YYYY]

Review and Revision

[Specify frequency of policy review and update process]

Authorized Signature

Printed Name & Title

Date
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