CHOOSING YOUR DOCUMENT TYPE

This is designed to assist in identifying the document types required for the information you are trying to communicate.  It is not always clear what information belongs in Policy vs. Procedure, etc. and which information belongs in UAPPOL vs. on a departmental website or some other media.  The information below should assist in identifying what information belongs in each template.  Assistance is also available by contacting the Policy Standards Office.
UAPPOL has 5 document types:  the Policy, Procedure and Appendix have templates in the Policy Developer’s Toolkit, the Information Document and Form can be published in the format determined best for communicating your information. 

Compliance is mandatory for all directives posted in UAPPOL regardless of the document’s type or the approval level.  
1.
Policy
A statement of the University’s position pertaining to certain activities and approved at the University’s senior levels of governance.

· Is this a guiding/governing principle?

· Is this a “position statement” with institution-wide application indicating how we have chosen to behave as an institution?

· Will this position typically remain static?

· Does this statement serve to reduce institutional risk and/or enhance the University’s mission and vision?

2.
Procedure
Standardized processes serving to operationalize policy (several procedures may attach to one policy).  This will answer the question “how” we do things as an institution. 

· Is there a policy that this is supporting?

· Does this outline the steps to follow in order to comply with a policy?

· Does this procedure have institution-wide application?

3.
Appendix
This is important information that completes a policy or procedure (i.e. the policy or procedure does not make sense without this information).  This document must have a parent document that it supports and must have an approval protocol.

4.
Information Document (Info Doc)
This is important information that cannot be classified as policy, procedure or appendix to policy or procedure, but that needs to be communicated.  These documents can take any format. Although info docs can be posted in UAPPOL, there are times when it is preferred to have the document posted to a unit`s website and then linked to the appropriate policy, procedure or appendix. This facilitates easy updating in order to keep all documents referenced in UAPPOL current.
5.
Form 

Any forms associated with Procedure.  These forms can take any format and then be posted in UAPPOL as a PDF or as a Word or Excel document. Again, for ease of updating and keeping forms current, it is preferred to have the forms within a Forms Cabinet on a unit`s website rather than in UAPPOL. 
Note:  If you are unsure which document type to use to communicate your information, or if you have questions regarding how to proceed once you have identified your document types, please contact the Policy Standards Office. 


