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	                       PROCEDURES

	Effective Date
	YYYY-MM-DD

	Next Review Date
	YYYY-MM-DD
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	Responsible Department
	The department responsible for implementing and maintaining procedures

	Responsible Executive
	Title of the Responsible Executive (same as the policy)

	Related policy
	Name of the associated policy (##) 

	*Note: This template may be used for procedures that are associated with a university policy. The procedures are not approved by an approval authority but must be compliant with the associated policy.   




DOCUMENT formatting:

1. Policy Title format: ALL CAPS/BOLD, 12 pt Calibri font.
2. Date format: MM-DD-YYYY (e.g. 01-05-2009).
3. Paragraph format: 11 pt Calibri font, left aligned, one space at the end of sentences. 

4. Footer format: ‘Name of Procedure’ left aligned and ‘Page # of #’ right aligned, 10 pt font

5.  “University” is lower case unless it is used as a proper name (e.g. ‘The university is located on King Road’ versus ‘University of the Fraser Valley’)

6. “Committee” is lower case unless it is used in a committee name (e.g. ‘see attached for the committee structure’ versus ‘Undergraduate Education Committee’)
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