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I. Purpose and statement of operational policy underlying the procedure. 

It is essential for accountability, monitoring and functional operations that all documents 
are clearly identified. Every document should contain a title, the name of the office and 
issuing person, and a date. Revisions of earlier documents should be so identified. If this 
information is not clearly contained in a document, a footer in size 8 font as follows should 
be placed in the lower left hand corner of any documents. Office:person: date or, e.g., Office 
of the President:JBW:7/1 /11 

II. Applicability/Scope 

All documents from all offices. 

Office of Academic Affairs 
Template Approved by President·s Cabinet 1/26/201 I 



III. Process for Implementing Procedure 

Responsibility Action Timeline 
All personnel Affixing appropriate footer All documents 

Authorizing Official: Johnnie B. Watson~ Jf:Jr~uthorization Date: _ _,O<...::Cc...:.T--'0'-'-'-R_,_2..,.,,0.ull __ 

Title: President 

Office of Academic Affairs 
Template Approved by President's Cabin el l /26/20 l l 

reo_mcfarland
Typewritten Text
_




