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LU Policy Number: (Leave blank)
Effective Date: (Add a future date when the policy will come into effect in this format: mm/dd/yy)
Approval Date: (Leave blank)
Revised Date: (Add a date for revised policies in this format: mm/dd/yy or “N/A” for new policies)
Purpose: (Add purpose of the policy here in a clear, short and concise statement) 
Additional Authority:(Add any law, statutes or regulation covering the policy here or “N/A” if there is none)
Scope: (Add department, college, constituents or entity that the proposal addresses)
Approval Authority: (Leave blank)
Responsible Authority:(Add relevant department(s) responsible for implementing and managing)
Recipients:(Add key departments or offices that needs to be notified about the policy or “N/A” if there is none)
Publications: (Add the relevant university publication(s) where the approved policy will be posted/hosted or “N/A” if there is none)

Definitions: (Add definitions of key terms here or add “N/A” if there is none)
Policy Title
(Add title here)
Policy Statement
(Add policy wording and statement here)
Procedure(s)
(Add procedures here or add “N/A” if none)
Other Notes
(Add all notes relating to the proposal here, if applicable. All key dates including revised dates should be added to this section)
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