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#Reference #
SSU Policies & Procedures for Document Title
A Unit of the University System of Georgia


	Policy Title:  Document Title
<The Policy Title is the primary means of identifying, locating and referring to a policy. The title assigned to the policy should be clear and concise and accurately reflect the policy content. Refrain from using “Savannah State,” “University,” “policy” or acronyms in the title.  ALL SECTION ARE MANDATORY UNLESS OTHERWISE SPECIFIED.  DELETE THIS AND OTHER INSTRUCTIONS AS YOU COMPLETE THE TEMPLATE>

	Functional Area: Category Titles

	Purpose: To ensure that additions to fixed assets are properly recorded in the fixed assets inventory and identified with an equipment tag

	Documents (Info) Needed: 

	Responsible Executive/Office: 
	Indicate the Position Responsible not an Employee Name Here (Replace Text*)

	Reviewed By <or> Reviewed By: 
	Indicate the Position Responsible not an Employee Name Here (Replace Text*)

	Related Policies:   Should any other policy be followed first OR after this, or relates to this one

	Date Created: Date Created                                                               Date Approved:  Date Approved

	Date Last Revised: Revision Date                                                    Effective Date:  Effective Date


POLICY/ STATEMENT OF POLICY:
<INSERT THE POLICY HERE – State the requirement or provision which the policy is placing on or extending to the Savannah State University system-wide community. Describe what is expected of the member of the Savannah State University system-wide community. Do not include or describe “how-to” procedures. Replace this <> text and below example with policy>

<Example below> 
In accordance with the Board of Regents Business Procedures Manual Section 11.7.1, Savannah State University is expected to establish procedures to insure that all equipment that should be added to the inventory is adequately tracked until it is added to the system, and, then added to the system.  This includes affixing a property decal or other identification to the item along with recording appropriate information into the equipment inventory system.

REASON FOR THIS POLICY

Sets forth the reason the policy exists. Describe the problem or conflict the policy will resolve, and cite any legal or regulatory reasons for this policy. 

INDIVIDUALS AND ENTITIES AFFECTED BY THIS POLICY

This is your impact statement.  Identify individuals and/or units affected or governed by this policy. Generally, all units, students, faculty and staff of Savannah State University will be included. 

WHO SHOULD KNOW THIS POLICY

List persons who must understand the policy in order to do their jobs or, in the case of students, pursue their education.

EXCLUSIONS

List units, persons or situations not covered or governed by this policy. If none, specify.

CONTACTS

The first item must be “Policy Clarification,” which directs the reader to the Responsible Office. Other items relate to subject matter in the document about which the reader may have follow-up questions. Reference each contact by position title rather than individual name. Provide an office telephone number and either a URL to a webpage with contact information or a departmental e-mail address; individual e-mail addresses may not be used.

	Subject  
	Contact
	Telephone
	E-mail/Web Address

	Policy Clarification
	
	
	


DEFINITIONS

Define terms that have specialized meanings in the policy. List alphabetically and provide definition using the format of the example below.

Promulgation (Word to be defined)

Official declaration that a policy is in effect. (Definition)

RESPONSIBILITIES

Summarize the responsibilities of all university parties and offices named in the policy. This section will mirror the “Procedures” section by presenting responsibilities according to job function, while the “Procedures” section presents responsibilities according to tasks.

PROCEDURES

A link for procedures will be entered here. A policy must contain some procedures for compliance. This section will mirror the “Responsibilities” section, which outlines required action according to job function, while here in “Procedures” such action is listed according to the tasks themselves. List Procedures in the order in which they are to be carried out.

RELATED DOCUMENTS, FORMS AND TOOLS

List related Savannah State University System-Wide Policies and other university and external documents that provide helpful, relevant information. Forms or tools should be included with information on how to obtain official forms or perform any processes that are required for compliance with the policy. Forms referenced in University System-Wide Policies should include a revision date to assure stored, printed forms are the most current version prior to processing. (Indicate “Not Applicable” if no documents, forms or tools will be included.)

HISTORY AND UPDATES

Current Major Version Changes [DO NOT ALTER -- Populated by the System/Updated by the System]
Appendix

Appendices are used for informational material that is helpful, but not directly related to the implementation of the policy.
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