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[bookmark: One_0][bookmark: _Toc208578452]1.0	Overview and Purpose
Provide an overview of the policy or a clear and concise statement of the University's principles on the issue. Include the reason or rationale why the policy is needed, such as legal or regulatory requirement, related University policy, risk mitigation, or general principle the University community must follow.
[bookmark: applicability][bookmark: _Toc208578453]2.0	Applicability
Specify to whom (e.g., WSU system employees, students, volunteers, visitors, stakeholders, and/or external clients) or what (e.g., WSU system functions or activities) the policy applies. Applicability may be narrow or wide in scope.

Optional: Specify to whom or what the policy does not apply.
[bookmark: definitions][bookmark: _Toc208578454]3.0	Definitions [optional]
If applicable, define key terms, specialized terms, and jargon used in the policy for readers who may not be familiar with such terms. 
[bookmark: responsibilities][bookmark: _Toc208578455]4.0	Roles and Responsibilities [optional]
If applicable, summarize all roles and responsibilities of the University parties and offices named in the policy. Typically, policies will not need this section because the responsibilities will be set forth in the Requirements section. However, if it is helpful to explain roles and responsibilities separately and this can be done without being redundant, this section may be applicable.	Comment by Thomas, Kenyah: Do we want to give an example, or leave it at "If applicable, summarize roles. . ."?
[bookmark: requirements][bookmark: _Toc208578456]5.0	Requirements
Provide specific requirements for implementation of and compliance with the policy.
[bookmark: Six_0_procedures][bookmark: procedures][bookmark: _Toc208578457]6.0	Procedures [optional]
If applicable, provide the specific steps needed to fulfill the requirements of this policy, in the order the actions are to be performed. Typically, this section will be covered adequately in the Requirements section.
[bookmark: _Toc208578459]7.1	First-Level Subsection 1
(Include text here.)
[bookmark: _Toc200462849]7.1.a     Second-Level Subsection 1 
(Include text here.)
[bookmark: _Toc200462850]7.1.a.i     Third-Level Subsection 1
(Include text here.)
[bookmark: _Toc200462852]7.1.b     Second-Level Subsection 2
(Include text here.)
[bookmark: _Toc208578460]7.2	First-Level Subsection 2
(Include text here.)
[bookmark: references_resources][bookmark: _Toc208578461]8.0	References and Resources
Provide references to other WSU system policies, procedures, rules, and guidelines, state and federal rules, regulations, laws, and guidelines, and other applicable reference sources. PRF adds active links to all references, if possible.

Note: If there are common questions, the responsible party may wish to develop a FAQ list hosted on a departmental website page. The URL link is then referenced here.


	
Sections are intended to be flexible and may be merged or renamed as needed to ensure that the policy is concise and understandable.

