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NUMBER:                      
AP&P Number, or “New AP&P “ until number is assigned        

SUBJECT:                     
Title of AP&P        

AUTHORIZING BODY:   
President’s Cabinet/Board of Trustees/Division       

RESPONSIBLE OFFICE: 
Department/Unit    

DATE ISSUED:                  Original Date of Issue   

LAST UPDATE:                 Do not change this date  

RATIONALE:     Reasons for an AP&P are often not clear to an end user, so this section is intended to provide a basic explanation for the considerations and requirements that call for an AP&P.  It does not describe procedures and is generally one to three sentences long.
POLICY:    This section specifies the basis for the AP&P and states what requirements this AP&P establishes.  Generally it is a succinct statement of no more than a few sentences.  The details for managing and interpreting this AP&P statement should be expanded upon in the following sections.  
SCOPE AND APPLICABILITY:  This section details the members of the University community who are impacted by or have the responsibility to adhere to the AP&P, such as faculty, staff and students. 
DEFINITIONS:  This section defines unique terms that, by being defined, would add to the reader’s understanding of the AP&P.

· List terms in alphabetical order

· Define unfamiliar or technical terms

· Define terms with special meanings

PROCEDURES:  Some University AP&P’s must contain procedures for compliance.  Generally this is the largest section, with topics and content of the AP&P laid out in various sections.  This section allows for a fuller description of the issues that are being conveyed to the reader.  Within these sections, headings for each topic or subtopic should be considered in order to help the reader navigate and understand the AP&P components and requirements.

The level of detail contained in the Procedures section of the AP&P is determined by the Responsible Office. General Department procedures should be created and stored on Departmental websites and do not need to be AP&P’s.

When creating procedures use the following format:

· List steps to follow in order to comply with the AP&P
· Use headings (when necessary)

· Use an introduction section for complex procedures or those with 


options

· Clearly identify options, cautions, or warnings

· Refer reader to related documents, relevant appendix entries, 


relevant special situations

· Notify the reader if procedure is time sensitive

RELATED POLICIES AND FORMS:  The Related AP&P’s and Forms section contains a list of related University AP&P’s and forms that are relative to this AP&P, or that provide helpful or relevant information.

APPENDIX:   Appendices can be used for informational materials that are directly related to the implementation or use of the AP&P. 
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