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VI.

Introduction and Summary: A general and brief summary of the policy.

Authority: Statutes, codes and relevant standards that authorize or influence content
in the policy.

Definitions: Include statements and specific explanations for words or initials in the
policy that could be interpreted in more than one way.

Statement of Policy and Applicable Procedures: Detail the policy and procedure.

Attachments: List all attachments to the policy.

Record Retention of Forms Relevant to this Policy: If there is a specific form that
must be completed pursuant to this policy, then list the form’s retention schedule and
disposition here and at the top of the form. Contact Risk Management (478-992-
5962) to confirm the retention schedule when creating or revising this policy.




