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Template for Defining a Policy

Policy Definition: The statement of a general principle or rule that should be followed consistently by everyone within the organization. (Remove this definition from final policy.)
Policy Subject: 

Purpose: (Insert the reason for the practice here)
Policy Statement: (Insert text of policy statement here)
Applies: (List of people or organizations who will be affected by this guideline)
Authority: (Insert details of who authorizes this policy)
Responsibility: (Explanation of which people or organizations are responsible for implementing the policy)
References: (if applicable, Reference any other related standards or policies)
Contact Information: (Insert names of people to contact for further information)
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