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Policy Sample Format

<Header will follow the basic format of 3 lines located in the upper right hand corner of each page of the document, excluding attachments.>

<Title>

1. GENERAL

<This section is used to very briefly summarize the purpose behind publishing the particular POL.>

2. SCOPE

<This section is used to very briefly explain to whom in Company Name this POL has applicability>

3. ATTACHMENTS  <All attachments needed are itemized here>
Attachment 1 - 
<Title>

Attachment 2 - 
<Title>

4. INSTRUCTIONS

4.1  <Example of sub-paragraph numbering system>

4.1.1

A.

B.

1.

2.

a.

b.

1)

2)

a)

b)

(1)

(2)

(a)

(b)

4.1.2

4.2

5. UPDATES  <This section will explain who has responsibility for the document, who to contact for updates, and how often document will be reviewed.>







Company Name Proprietary

Use Pursuant to Company Instruction
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