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I.
REFERENCES    

(Include in this section reference to any other College policies, Board of Regents policies, legal documents, Utah Code annotated, or other necessary references used in creation of this policy.  Please include both the name of the document as well as its full legal reference number.) 
II.
DEFINITIONS  

(Define terms used in this policy that are not readily under​standable by someone unfamiliar with College terminology or terms which may have more than one meaning.)

III.
PROCEDURES  

(Provide a complete, organized statement of necessary proce​dures to accompany this policy.  Be careful not to include excessive detail, individual job duties, or items that may more appropriately be included in an individual department’s operations handbook.)

Please use the following outline format:

I.  (Level One)

   A.  (Level Two)

        1.  (Level Three)

             a.  (Level Four)

 (For additional information on how to write the procedure statements, please contact Mozelle Orton at 801-957-4561 or Mikel Birch at 801-957-4041.  If you are writing a new policy and procedure that has no number already assigned, please obtain a number from Mozelle Orton or Mikel Birch.)
Notice in the upper right hand corner is a “Draft Date” for your convenience.  This date automatically changes each time the draft is printed.  Once the document is passed by the Executive Cabinet, this date is removed and only the cabinet approval date remains on the official procedure.
