Selected Academic and Administrative Policy (SAAP) Drafting Template
This template is used to draft Selected Academic and Administrative Policies (SAAPs). Drafts should be prepared in Word using simple headings and standard formatting. Approved policies will be published as accessible HTML pages in the UWM Policy Library. The HTML version in the Policy Library is the official version of the policy. For additional guidance, please refer to the UWM Policy on the Creation of SAAPs.
Formatting guidance
· Use Word’s built-in heading styles beginning with Heading 2 for major sections.
· Do not apply custom formatting or colors.
· Bulleted or numbered lists may be used where helpful.
· When referencing other policies, regulations, or forms, please include links whenever possible to assist with publication in the Policy Library.
	Title:
	[Enter the proposed title of the policy.]

	Policy Number:
	[Assigned by the Secretary of the University after approval.]

	Last Revision Date:
	[Include the date the policy was last revised.]

	Authority:
	[List the policies, statutes, regulations, or other governing authorities that authorize this policy. Please include links to the source documents whenever possible.]

	Initiator:
	[The UWM representative who initiates a new policy, a change to an existing policy, or the elimination of an existing policy. The Initiator may be the chancellor, the provost, or any vice chancellor with authority over the subject matter of the policy.]

	Responsible Party:
	[The UWM representative primarily responsible for overseeing implementation, administration of and updates to a particular policy.  The Responsible Party should be the administrator with the designated responsibility for the subject matter covered by the policy or direct oversight of that administrator. In cases of a policy covering overlapping areas, two administrators may, but are not required to, be designated as Responsible Parties.]



Purpose
[Brief explanation of why the policy was developed and the issue or need it is intended to address.]
_________________________________________________________________________________________________


Scope
This section should describe to whom the policy applies and/or who the policy affects.
_________________________________________________________________________________________________
Definitions (if applicable)
[Define terms that may not be widely understood or that have a specific meaning in the context of this policy. Leave a space between each definition.
Defined term: Language that defines the term.]
_________________________________________________________________________________________________
Policy
[State the rule or institutional requirement. This section should describe what is required, permitted, or prohibited. Any exclusions should also be identified.
If the policy includes sections and subsections, please use Word’s built-in heading styles starting with Heading 2 for major sections and Heading 3 or Heading 4 for subsections. An outline format should be be used.
1. Heading 2
Language to be included in this section
A. Heading 3
Language to be included in this section.
1. Heading 4
Language to be included in this section.]
_________________________________________________________________________________________________
Forms & Appendices (if applicable)
[List any forms, tools, guidance documents, or appendices used to implement the policy.
Please include links to any online forms or resources.]
_________________________________________________________________________________________________
Contact Information
[Provide the office or contact information for questions regarding interpretation of this policy.]
_________________________________________________________________________________________________
Policy History
[List the original effective date and the dates of any revisions (substantive changes) or updates (minor editorial corrections).
MM/DD/YYYY – Original
MM/DD/YYYY – Revised
MM/DD/YYYY – Reviewed
MM/DD/YYYY – Editorially Revised]

Submit this policy and the required review information using the SAAP Transmittal Form. Final formatting will be applied when the policy is published in the Policy Library.
