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  President’s Council 

 
 

The following guidelines are designed to assist the user in writing or editing a university policy. 

1. Use the template found on the President’s Council web page under “Resources.” Policies 

presented in other formats will be returned for reformatting and resubmission.  

2. Header Section 

a. Fill in the responsible officer, contact number, and email. The responsible officer is 

the division leader; individual departments should not be listed. 

b. New Policies 

i. Leave the revision date field blank. 

ii. Leave the policy number as is (XX-XXX). A number will be assigned upon 

approval by the president. 

iii. Enter the policy title. 

c. Existing Policies 

i. Enter the revision date; it will be updated if the policy is approved. 

ii. Enter the current policy number (ex. OIT-01-001). 

iii. Enter the policy title. 

3. Policy Text 

a. Replace text in each numbered field 1i3r4209.57 35Q
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e. 

mailto:provostoffice@oit.edu
/sites/default/files/2022/documents/PC%20Policy%20Approval%20Process%20Under%20Review.pdf
https://techweb.oit.edu/campus-resources/councils-commissions-and-committees/president's-council/policies-under-review

