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UMBC POLICY ON POLICY FORMULATION AND MANAGEMENT
UMBC Policy #________________________
[TEMPLATE]
I. POLICY STATEMENT
[THIS SECTION SHOULD CONTAIN A BRIEF STATEMENT DESCRIBING THE POLICY]
This policy on the ___________________ (subject) is intended to define the conditions under which ___________________ (describe what activity occurs).
II. PURPOSE FOR POLICY
[THIS SECTION SHOULD SET FORTH THE PURPOSE FOR THE POLICY INCLUDING WHAT IT SEEKS TO ACCOMPLISH.  THE FOLLOWING IS AN EXAMPLE.]  UMBC’s official University Policies require formal approval, promulgation in a consistent format, and central maintenance.  They shall be kept current and made available electronically to the campus in a timely manner, to assure compliance with policy objectives and to establish the accountability of operating units and individuals affected by each policy.  This document defines a University Policy, sets forth the standardized policy format, outlines the steps for formulating, approving, issuing, and amending policies and procedures, and describes the roles of the individuals, offices, and groups involved in policy development, approval, and implementation.

III. APPLICABILITY AND IMPACT STATEMENT 
[THIS SECTION SHOULD DESCRIBE THE ACADEMIC AND ADMINISTRATIVE UNITS OF THE CAMPUS COMMUNITY AFFECTED BY THE POLICY AS WELL AS A BRIEF IMPACT STATEMENT.  IF THE IMPACT IS EXTENSIVE, A SEPARATELY PREPARED STATEMENT MAY BE ATTACHED.] 

This policy addresses UMBC ____________ (such as students, faculty, staff, vendors, etc.).  If applicable, note the following:  This policy does not apply to ____________ (see policy # __________ Policy available on the UMBC Policies Website) (Example:  The Meal/Food Policy does not apply when one is in a “travel status” so this sentence would refer one to the “Travel” policy.)


IV. CONTACTS
[THIS SECTION SHOULD REFLECT THE TITLE(S) OF KEY PERSON(S) RESPONSIBLE FOR ANSWERING QUESTIONS REGARDING THE POLICY ONCE IMPLEMENTED.  NAMES SHOULD NOT BE USED, WHENEVER POSSIBLE.]

Direct any general questions about this University Policy first to your department’s administrative office.  If you have specific questions, call the following offices:

	Subject
	Contact
	Telephone 
	Email

	Policy Clarification
	
	
	

	
	
	
	


V. UNIVERSITY POLICY
[THIS SECTION SHOULD BEGIN TO SET FORTH THE POLICY AND ITS REQUIREMENTS.] 

A.
Use:

B.
Documentation:

VI. DEFINITIONS
[THIS SECTION SHOULD SET FORTH DEFINITIONS FOR THE KEY PARTIES/TERMS USED IN THE POLICY.]
	
	

	
	

	
	

	Responsible Administrator
	The Vice President or senior administrator charged with the responsibility for creating, implementing, updating and enforcing University Policies as required in his/her area of administrative authority.

	Responsible Department or Office
	At the direction of the Responsible Administrator, the Responsible Department or Office develops and administers policies and procedures and assures the accuracy of its subject matter, its issuance, and timely updating.




VII. APPROVAL AND PROCEDURES

[THIS SECTION SHOULD SET FORTH THE APPLICABLE APPROVALS AND THE PROCEDURES TO BE FOLLOWED, IF BRIEF.  IF NOT BRIEF, PROVIDE A LINK TO WHERE THE FULL PROCEDURES MAY BE FOUND.]
A.
Pre-approval is required (and note the specifics) _________________ (if not applicable, just note “not applicable.”)

B.
Approval is required (and note the specifics) _________________ ((if not applicable, just note “not applicable.”)

C.
Procedures:  See note above regarding procedures.  Note:  Should any forms or procedures outside of the policy apply, the “link” to these documents is to be included here.
VIII. DOCUMENTATION:
IX.
RESTRICTIONS AND EXCLUSIONS:  (If none, indicate “none.”)

X.
RELATED ADMINISTRATIVE POLICIES AND PROCEDURES:  (If none, indicate “none.”)

______________________________________________________________________________
Administrator Use Only
Policy Number: ________ (note if there is a change in policy number from ______ to _____)

Policy Section: ____________ (such as Fiscal and Business, Human Resources, etc.)

Responsible Administrator:  ___________________ (same as noted in IV above)

Responsible Office:  ___________________ (same as noted in IV above)

Approved by President: ___________ [date(s)]
Originally Issued:  _____________ (date)

Revision Date(s):  _______________ (date)
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