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SUBJECT:
Title of Policy
1. 
Purpose

This paragraph will provide a brief description of what the particular policy and procedure is all about.

2. 
Scope

This paragraph will identify how far reaching each policy and procedure is, or if there are restrictions in its applicability. It can be used to identify groups, departments, funds etc. to which the policy and procedure are or are not applicable.

3. 
Authority/Responsibility

This paragraph will indicate the administrative authority for the establishment of the policy and procedure. As well, the Department responsible for ensuring compliance with the particular policy and procedure will be identified.
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