POLICY UPDATES AND MODIFICATIONS APPENDIX 1
I. Example of policy outline structure:
MAJOR HEADING (all caps, bold, centered)

Section: Assignments, Business Operations, Facilities, Human Resources, Information
Technology, Public Relations, Residence Halls or Safety and Security

Policy: Text of policy is inserted one space to the right of colon.
Purpose: Text of purpose is inserted one space to the right of colon.
Scope: Text of scope is inserted one space to right of colon.

Background (if applicable): Text of background is inserted two spaces to the right of
colon.

Procedure: (text of procedure is inserted under procedure heading)

Outline structure

L. Heading 1
A. Sub Heading
1. Sub-Sub Heading
a. Sub-Sub-Sub Heading
i Sub-Sub-Sub-Sub Heading
B. Sub Heading 2 (note no spacing between previous line and new sub heading)
II1. Heading 2 (note single space between Heading 1 and Heading II)

NOTE REGARDING OUTLINE STRUCTURE: If using this template, the outline structure has
been created already. Insert the new policy at Heading 1 and work from there each time
before hitting “"save as.” With each new policy being reformatted, open the "Policy
Template” document and fill in the first with the text of the policy being updated.

NOTE REGARDING DATELINE: Choose Reviewed, Revised, Revised/Created and approved by
management team. Date of revision inserted two spaces to the right of colon using the
format: Month, Day Year (e.g., May 5, 2022). There is no punctuation following the revision
date. Maintain previous revision dates and add most recent at the top.

GENERAL INFORMATION
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