LAMAR UNIVERSITY
MANUAL OF BMINISTRATIVEOLICIES AND PROCEDURES

SECTION: Insert MAPP CategoriFacilities Human Resourcegtc.) MAPPXX.xx.xx (FO)
AREA: Insert SubcategoryMmaintenance Vacation Payetc.)

Insert PolicyTitle

. POLICY
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X Use bullets for the next level of heading.

V. PROCEDURHSis section may be renamed)

A. List he proceduresfollowed to implement the policy. Procedureshould be complete but not
overly detailed. Bcide whichprocedures are essentifdr the readerto know and which can be
left out.

B. Although this section may list the#epsneededto implementthe policy, procedures should not
be confused with instructiongdesk manualgr similarly detaileddocumens. Include only what
iS necessary.

VI.  ADDITIONAL SECTIONS (optional)
A. Insert additional sectionss needed. This information canoften be embedded in previous

sectionsHowever, atimes, this information is critical enough to requite own sectionlnsert a
new section anywhere betweerthe sections “Purpose and Scope” and “Review and

Approved:mm/dd/yyyy, rev. mm/dd/yyyy, . . . Page2 of 3



InsertPolicyTitle MAPPxx.xx.xx (FO)

REVISIONOG

Delete theseinstructions. Use tis table totrack the creation and revision history of the policy. All
policiesshouldhave a complete Revision Log to ensure an accurate history of the policy. Fhanat t
Revision Log as follows:

Revision Date Description of Changes
Number
1 mm/ddlyyyy | Versioncreated.
mm/dd/yyyy | Version approved by President
2 mm/dd/yyyy | Here, &plainrevisions & changes made to policy
mm/dd/yyyy | Revsed \ersion approved by President

APPENDICES

If no appendices,delete header APPENDICES and these instructiohen necessary, attach
documents referenced within or in support of tipelicy. Attach appendicedo the end of thepolicy.
Appendices should be clearly labeled and readable.
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