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PURPOSE
Text goes here. 

This could include, but not limited to: 
· Introduction
· What is the purpose of this policy
· Why this policy is important
· Who needs to know and understand this policy or who does this policy apply to

[bookmark: Text]BODY OF POLICY
Text goes here. 

This could include, but not limited to:
· The narrative of the policy
· Policy statement
· Definitions
· Standards
· Scope
· General Provisions
· Exceptions & Conditions
· Legal Compliance
· Rules
· Criteria
· Examples
· Steps to follow
· Approvals Needed
· Consequences
· Who is responsible for enforcing
· How one can file a complaint
· How one can appeal the policy

RELATED POLICIES, PROCEDURES, AND REFERENCES
Text goes here. 

This could include, but not limited to:
· List other policies or procedures that go with this policy
· Legal References
· Cross Reference with other policies
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