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Original Approval Date:         (Effective Date:       )
Most Recent Approval Date:         

(Add “Effective Date” only if different than “Approval Date”)
Most Recent Editorial Date:
      

Parent Policy:      
Title of Procedure (title must end in “Procedure”)

(when completing a suite of procedures under one Policy, keep the naming consistent – i.e. Asset Management vs Equipment Asset Management – pick one or the other but keep consistent)

	Office of Administrative Responsibility:
	Enter “Office of Administrative Responsibility” 

The office responsible for addressing compliance and communications issues for this procedure
i.e. Financial Services

	Approver:
	Enter the “Approver” 

The final level of approval for this document.  For Standing Committees, list as Parent Committee (Standing Committee in brackets)
i.e.  Vice-President (Finance and Administration)

	Scope:
	Refer to the Policy Scope Guidelines or consult the PSO to complete this section.


Overview

List any background information readers may need to fully understand the PROCEDURE below.  If it is not necessary to use this section, delete “Overview” heading.

Purpose

Indicated why the PROCEDURE exists / what activities it seeks to instruct.

PROCEDURE

Outline the actions and steps to take in order to comply with the parent policy. 

Use headings, numbering and bullets to separate information and present it clearly

· CAPITALIZE HEADINGS

· Use numbering to provide easy references to different sections. Follow the 1.a.i. format.

· Bullets should be used for outlining subsidiary information to the main point and for general lists.

If referring to other documents refer to the Title in Italics.

If referring to laws, use style: Title of Law of government (e.g. Post-Secondary Learning Act of Alberta).

Bold the first instance of a defined term in the Overview/Purpose/POLICY then define the term in the Definitions section below.

DEFINITIONS

Definitions should be listed in the sequence they occur in the document (i.e. not alphabetical).
	Any definitions listed in the following table apply to this document only with no implied or intended institution-wide use.  [▲Top]

	Term
	Enter the definition for the term in this column.  There is no limit to the number of terms you may define. Terms should be listed here in the order they appear above.

If you do not need to define any terms, do not delete this section. Delete this row only and change the above message to read “There are no definitions for this Procedure.”  


FORMS

	Should a link fail, please contact uappol@ualberta.ca. [▲Top]


If this section is used, list hyperlinks to all forms for this procedure in alphabetical order.

If there are no forms for this Procedure, do not delete FORMS heading.  Delete this row and change above message to read “No Forms for this Procedure.”  Do not delete above message.

RELATED LINKS

	Should a link fail, please contact uappol@ualberta.ca. [▲Top]


List any related links in alphabetical order. Try to link to lead sites that will remain current (eg: the Government of Alberta’s Queen’s Printer main page).  

If there are no related links do not delete the RELATED LINKS heading or above message – indicate “No Related Links for this Procedure”. 
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