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Administrative Procedures Template 

	Policy Logistics


	Associated Policy:
	[bookmark: _GoBack][Policy Number], [Policy Title]

	Date:
	[Today’s Date]

	Policy Owner:
	[Name], [Title]

	Policy Contact(s):
	[Name(s)], [Title(s)]

	Department(s) Involved:
	[Campus Department and/or Division]



	Process Specifications


The following procedures outline the classification, details, and process for [purpose of the policy] with the University of North Texas.  (Ex: For Policy 1.3.5, Hourly Student Employment, 
“The following procedures outline the classification, details, and process for enrolled students seeking student employment with the University of North Texas.”)
I. [First Preparatory Activity]:
a. [Precise detail on what the first step is, who performs the first step, and how that first step is executed.]
i. [Add an additional detail that is necessary for completing step 1.]
ii. [Add an additional detail that is necessary for completing step 1.]
iii. [These bullets should be used to improve readability.]
b. [Precise detail on what the second step is, who performs this step, and how this step is executed.]
i. [Add an additional detail that is necessary for completing step 1.]
ii. [Add an additional detail that is necessary for completing step 1.]
c.  [etc…]
II. [Second Activity]:
a. [Precise detail on what the first step is, who performs the first step, and how that first step is executed.]
i. [Add an additional detail that is necessary for completing step 1.]
ii. [Add an additional detail that is necessary for completing step 1.]
iii. [These bullets should be used to improve readability.]
b. [Precise detail on what the second step is, who performs this step, and how this step is executed.]
c. [etc…]
III. [Third Activity]:
a. [Precise detail on what the first step is, who performs the first step, and how that first step is executed.]
i. [Add an additional detail that is necessary for completing step 1.]
ii. [Add an additional detail that is necessary for completing step 1.]
iii. [These bullets should be used to improve readability.]
b. [Precise detail on what the second step is, who performs this step, and how this step is executed.]
c. [etc…]
Remember these helpful hints when writing procedures:
· Fill in ALL the Holes – Verify that the procedures encompass all the steps needed to complete the task. 
· Ask yourself if a new employee could take the procedures and be successful at the task from start to finish.
· State a Clear Purpose – In the opening line of the template, state the purpose clearly so that the reader/user understands the objectives of the process. 
· Break it Down – Lengthy steps within procedures are hard to follow. Keep one step per bullet. This template design (a, b, c, and i, ii, iii) will help to keep your document concise and succinct. 
· Never Assume – Procedures answer “how” a policy or process is handled. Each step in a procedure is important. Never assume a step is not significant or that the user will know how to complete a step in the process.
· Link Related Procedures and/or Forms – When possible, it can be helpful to use cross references by linking related procedures and necessary forms within the document.
· Think Commands NOT Sentences – Be specific when writing procedures. Readability of procedures is more effective when steps are short and concise. 
· Test the Results – Have a colleague read/work through the written procedures to ensure all gaps have been addressed.
Page 2 of 2

image1.png
§UNT




