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Policy Name ( Name will Be Entered In Policystat and removed here for final version)
Responsible University Official: Position/Name
Policy Owner:  Position/Name  
Policy Contact: Position/Name

1.0 Reason for Policy
This section will discuss the purpose of the policy, describe the problem the policy will address, and/or any legal or regulatory reason for the policy.
2.0 Policy Statement 
State the policy in this section.  This section should spell out what is required and prohibited under this policy and how issues will be handled. 
3.0 Scope
This section will discuss the personnel affected by this policy, including who should be observant of the relevant procedures associated with this policy.  If not listed, the scope does not include the Madrid campus, it must be directly stated to include the Madrid campus. For University policies, use Scope in University Policy Style Guide. 
4.0 Procedures
Link to procedures which relate to this policy and anyone who is required to follow this policy should abide by these procedures. 
5.0 Sanctions 
Describe the relevant sanctions related to this policy, describe both internal and external enforcement for non-compliance with this policy.  For University policies, use Sanctions in University Policy Style Guide. 
6.0 Responsibilities 
This section will delineate the roles related to the policy and provide responsibilities for each of the parties listed under. 
7.0 References
Cite references related to this policy, such as Code of Federal regulations, state laws and regulations or other statutes which direct this policy. 
8.0 Definitions
Unique terms related to this policy, please determine if these terms have previously been defined within Policy Stat and link to that definition. 
9.0 History
Include information about previous policy versions, whether this policy replaces or merges current policies.  List effective date and any amended dates of policy with changes during the amendment process (i.e. expands from SOM to entire SLU operation).  
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