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University Procedures of the University of North Texas

	
University Procedure Chapter Number and Procedure Number (e.g., P04.001, P04.002, P04.003 etc.) 



This University Procedure is associated with Policy Number & Title (e.g., 00.000 Policy Title).

I. University Procedure Purpose.
Describe why the university procedure exists and the operational activity it supports. Provide a brief statement explaining why this university procedure is being created, revised, or updated. Include operational needs, regulatory requirements, accreditation standards, audit recommendations, risk mitigation considerations, or institutional decisions that support the university procedure.
II. University Procedure Details.
Using an approach customized to the subject matter, provide the reader with the procedural information necessary to complete the process successfully.
A. [First Activity]
1. [Precise detail on what the first step is, who performs the first step, and how that first step is executed.]
a. [Add an additional detail that is necessary for completing step 1.]
b. [Add an additional detail that is necessary for completing step 1.]
c. [These bullets should be used to improve readability.]
2. [Precise detail on what the second step is, who performs this step, and how this step is executed.]
a. [Add an additional detail that is necessary for completing step 2.]
b. [Add an additional detail that is necessary for completing step 2.]
3.  [etc…]
B. [Second Activity]
1. [Precise detail on what the first step is, who performs the first step, and how that first step is executed.]
a. [Add an additional detail that is necessary for completing step 1.]
b. [Add an additional detail that is necessary for completing step 1.]
c. [These bullets should be used to improve readability.]
2. [Precise detail on what the second step is, who performs this step, and how this step is executed.]
3. [etc…]
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IV. Administrative Authority.
Some university procedures require legal sufficiency review because of certain compliance requirements. If legal sufficiency review is required for this university procedure, it will be documented here for that purpose. In addition, the responsible executive(s), department(s), division(s), college(s), program(s), or office(s) will be documented here.
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