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Policy 0000 – Policy Name

	Policy 0000 [Number]
[Policy Name]                              Draft
	



	Responsible Office
	
	Effective Date
	

	Responsible Official
	
	Last Revision
	


1Policy Sections

3301.1 Authorized Travel
1
0000.2 Name of Section
1
0000.3 Name of Section
1

Scope [Heading 4]
Enter Scope information here. [Body Text]
Policy Statement  [Heading 4]
Enter Policy Statement information here. [Body Text]
Reason for the Policy

Enter Reason for the Policy information here. [Body Text]
Definitions

Definition Name [Definition Name]
Definition [Definition Text]. 

Policy Sections [Heading 1]
Enter Policy Section intro here. [Body Text]
0000.1 Name of First Section  Heading 2
Text related to the section. [Policy Section Text]
Headings within a Policy Section [Section Head]

Policy Section Text
0000.2 Name of Second Section  Heading 2
Text related to the section. [Policy Section Text]
0000.3 Name of Third Section [ Heading 2]
Text related to the section. [Policy Section Text]
Special Situations/Exceptions [Heading 4]
Exception information here.  [Body Text]
Related Information [Heading 4]
Policy 0000: (A policy related to this policy.)  [Body Text]
Policy 0000: Upcoming Policy (forthcoming) If the policy does not exist, forthcoming should follow this format.  [Body Text]
Procedure 0000 PR.00 (A procedure related to this policy). [Body Text]

Guide 0000 GD.00 (Name of a Guide related to the policy). [Body Text]

Contacts [Heading 4]
Provide a list of contacts in the table format below.  [Body Text]
	Subject
	Contact
	Phone

	[Table Text].
	[Table Text]
	[Table Text]

	[Table Text]
	[Table Text]
	[Table Text]

	[Table Text]
	[Table Text]
	[Table Text]

	[Table Text]
	[Table Text]
	[Table Text]


Roles and Responsibilities [Heading 4]
Job titles and business offices directly involved in the practices related to the policy. 

Title or Department Name [Body Text] and Bold]
(Description of the job or office.) [Body Text]
Title or Department Name [Body Text] and Bold]
(Description of the job or office.) [Body Text]
Revision History [Heading 4]
Enter a list of revisions that have been made to the policy (if applicable). [Body Text]
The official version of this information will only be maintained in an on-line web format. Any and all printed copies of this material are dated as of the print date. Please make certain to review the material on-line prior to placing reliance on a dated printed version.
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