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Policy Name

Policy Number (Optional)
Responsible Office Name

Applies to:  (Examples follow) Faculty, staff, student employees, students, and volunteers


POLICY (required)
Issued:
10/01/1980
Revised:
06/01/2007
Edited:


Reviewed:


Short general descriptive paragraph

Table of Contents (optional; suggested for documents 8-10 pages or longer, create links to sections if possible)
Definitions (optional; suggested for terms that have specialized meaning in the policy)
	Term
	Definition

	
	


Policy Details (optional)
I Example level one

A
Example level two

1.
Example level three



a.
Example level four




i.  Example level five
PROCEDURE (required)
Issued:
10/01/1980
Revised:
06/01/2007

Edited:


Reviewed:


Responsibilities (required)
	Position, or Office
	List of Responsibilities

	
	


Resources (required for any resource referred to in the policy)
Contacts (required)
	Individual or Office
	Office
	Telephone
	E-mail/URL

	
	
	
	xxx@osu.edu
xxx.osu.edu/xxx


History (required)
All changes must be listed sequentially, including edits and reviews.

Issued:


Revised:


Edited:


Reviewed:
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