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	(Name of) Guidelines


(optional document often used for competitive schemes)


	Version
	1.0

	TRIM file number
	11/XXXX

	Short description
	Guidelines on …

	Relevant to
	All employees

	Approved by
	This Guideline has been approved by [title of delegated approver] in accordance with the Policy on Delegations and Authorisations - Delegation Schedule 1, GOV10.

	Responsible officer
	Manager, …

	Responsible office
	

	Date introduced
	Day, month, 2010 when approved

	Date(s) modified
	Date when modifications were approved

	Next scheduled review date
	Month, 2012

	Related University documents
	

	Related legislation
	

	Key words
	guidelines …


	
	


Sample Headings

NOTE: Guidelines may be written as numbered clauses or in paragraph format.

1. PURPOSE (of the document)
These guidelines describe how to ...

2. ELIGIBILITY – who may apply?
This scheme is open to (target group).

3. APPLICATION PROCEDURE
4. aDVISORY COMMITTEE

5. SELECTION CRITERIA

6. APPROVAL PROCEDURE
Table of amendments

	Version number
	Date
	Short description of amendment

	1.2
	2 May 2011
	Content aligned with Policy on Delegations and Authorisations and Brand Governance Policy
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