Template

1. Purpose

Background information
Why this policy is necessary

Identify the problem to be resolved 

2. Policy Statement

- New definition
3. Scope
Parameters for inclusion or exclusion
4. Audience

All parties subject to the policy and standards
5. Date Effective or Suspended 
Implementation or sunset date

6. Policy Owner
Indicates owner – who is responsible for interpretation, maintenance
7. References
Indications of other policy or regulation that supports this policy statement

8. Definitions

Statements of meaning that may be required for clarification of terms or concepts
9. Standards

- New definition
10. Procedures
- New definition
11. Guidelines
- New definition
12. Compliance 
The positive or negative effects of compliance or non-compliance

Obligation of personal responsibility and accountability
13. Exception Process
Process for handling exceptions or otherwise providing notification of non-compliance.
