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Rule/sap #
Rule or Standard Administrative Procedure (SAP) Title
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Rule or SAP Statement (Statement and Reason for Rule or SAP can be combined)(Required)
· The statement identifies the requirement or provision which this policy is placing on/extending to the university community, and why, but does not describe the “how-to” procedures.

· Generally two to five sentences.

Reason for Rule or SAP (Statement and Reason for Rule or SAP can be combined)(Required)
· The reason recognizes the legitimate interests of all parties, describes the problem or conflict the policy will resolve, and cites any legal or regulatory reasons for policy, but does not describe the “how-to” procedures.

· Generally two to five sentences.

Definitions (If applicable)

· Define any terms within the rule or SAP that have specialized meanings.

Official Rule/ Responsibilities/ Process (Required)
· Describe standard guidelines, roles, and responsibilities for implementing and then complying with this rule or sap.

· Use the following numbering format for this section of the rule or sap:

1.  (SUBJECT AREA SECTION)



1.1  (Additional details, if necessary)




1.1.1  (Additional details, if necessary)





1.1.1.1 (Additional details, if necessary)

2.  (SUBJECT AREA SECTION)

Related Statutes, Policies, or Requirements (If applicable)

· List any related local, state or federal legislation/statutes. Provide a web link to each.

· List any related A&M System policies, regulations, rules and saps. 
Appendix (If applicable)

· Include any informational material that is helpful, but not directly related to the implementation of this rule or sap.

Forms (If applicable)

· XXX

Contact Office (Required) 

· List sponsoring office and phone number as contact for rule or sap clarification and interpretation

