


University Policy Number, Title	Comment by Amy S. Kelso: For new policies, work with Legal Affairs to determine appropriate subject chapter and policy number. Legal Affairs will assign specific policy number. See chapters at: https://legal.charlotte.edu/university-policies/about-university-policies/


Responsible Office:	Comment by Amy S. Kelso: For the role of Responsible Office (synonymous with Policy Owner), see University Policy 805: https://legal.charlotte.edu/policies/up-805/  The Responsible Office (or Policy Owner) is usually one of the main divisions (Business Affairs, Student Affairs, OneIT, Academic Affairs, etc.). 

The Responsible Office should oversee and consult with OLA on the drafting and revision of all policies over which it has responsibility. See also: https://legal.charlotte.edu/wp-content/uploads/2025/08/UP-805-Procedures.pdf


I. Policy Statement and Purpose	Comment by Amy S. Kelso: General overview of purpose and function of the policy.



II. Definitions	Comment by Amy S. Kelso: If the policy includes any terms that are specific to understanding/implementing the policy, include them here.
[bookmark: h.gjdgxs]


III.  Applicability	Comment by Amy S. Kelso: To whom or what does this policy apply? Be as specific as possible.



IV. Roles and Responsibilities	Comment by Amy S. Kelso: Describe who has duties for implementing the policy, and what those responsibilities are.



V.  Procedures	Comment by Amy S. Kelso: Clearly set out the steps that need to be carried out under the policy.





Related Resources:	Comment by Amy S. Kelso: Include links to supplemental procedures or any related policies or resources that are either mentioned in the policy or are relevant to understanding and implementation of the policy.

Authority: Chancellor	Comment by Amy S. Kelso: Most policies have Chancellor as approving authority; a few have Board of Trustees. Legal Affairs will help identify approving authority.

Revision History: 
Revised _________	Comment by Amy S. Kelso: This date will remain blank until policy revision is formally approved.
Initially Approved _________	Comment by Amy S. Kelso: This date will remain blank until policy is formally approved.





