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This guide is designed to help policy developers at UC Davis with the process of researching, writing, and
maintaining their policies. It also explains the review and approval process for campuswide administrative
policies. This guide should be used as a resource by anyone who develops or updates campuswide
administrative policies for their unit.
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Characteristics of a Good Policy Document

As stated in the Preface to the Policy and Procedure Manual, "The PPM is intended to be a practical,
administrative guide, with both style and content determined by user needs." The only way this can be the
case is if each and every policy and procedure document is developed, written, and updated with the user
in mind.

e Good policy and procedure documents are reviewed regularly and updated as needed to provide
appropriate direction to the campus.

e Good policy and procedure documents are written using simple, clear, concise language.
e Good policy and procedure documents avoid jargon and overly technical descriptions.

e Good policy and procedure documents are written assuming basic knowledge of the campus, but
novice knowledge of the specific policy and procedure being described.
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e Good policy and procedure documents clearly differentiate between "policy," "procedure," and other

appropriate headings within the section.

e Good policy and procedure documents think about why the user will need the information and what
the user will likely be doing when looking for information.

e Good policy and procedure documents provide accurate contact information for users who have
questions or situations that fall outside of the normal situation.

Remember that policy documents are not marketing documents or creative writing pieces. The goal of a
well written PPM section is to clearly explain how to accomplish a specific process at UC Davis with
minimal problem or aggravation.

Preparation and Research

Before you start writing any PPM section, it is important to gather the information you need to develop an
accurate document. To effectively focus your preparation, be sure you are clear on the point of the policy
you are about to develop. Is the policy being developed in response to a problem encountered on campus,
in response to a new systemwide policy issued by OP or State or Federal Regulation, or for some other
reason? You need to determine what you are trying to accomplish, and make sure the point of the policy
will be clear to the campus community.

The first place to look for information is on the Administrative Policy Web site. Check the PPM (and
other UC Davis administrative policy manuals when applicable) for related policies and information.
When you are developing a new policy document, check to be sure you are not duplicating existing
information. There may be a PPM section that could be expanded to include the information you are
developing, or there may be related policy documents that will help inform the policy you are developing.
By gathering this information in advance, you will know where you can cross-reference rather than repeat
information, and you can be sure the policy document you develop corresponds with existing policies and
procedures.
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It may also be helpful to look at any policy document issued at the other UC campuses or other
universities regarding the topic you plan to address. Other campuses may have found new or creative
ways of addressing issues with which you unit has been struggling. Since we often deal with similar
issues, reviewing other universities policies can sometimes help focus your policy development and give
you a good starting point for your PPM section.

You also need to check the Office of the President Web site to see if there is a systemwide policy related to
the policy you are developing. Keep in mind that all campuswide policies must be in compliance with
systemwide policies. The campus may implement more restrictive policies and procedures, but cannot
ever be more permissive than systemwide.

Finally, it is important to consult with primary stakeholders in the policy to determine existing processes,
problem areas, and to ensure that the policy document you develop will not impede the ability of other
units to conduct business. It is not necessary for you to conduct a broad review at this point, but you
should consult with those units who play a role in the policy you are developing and those whose regular
business may be dramatically affected by the developing policy.

The Template

The Administrative Policy Unit has developed standard templates for use with each of the three
administrative policy manuals. The templates are available on the Web site at
http://manuals.ucdavis.edu/resources.htm. Each template uses standard styles that allow for clean
transition from the Word document to the Web. It is important to use the templates and the styles
properly to help streamline the review and approval process. When the templates are not utilized, the
document must be completely redone by the Administrative Policy Unit prior to distribution, thus
slowing the process.

Structure of the Document

PPM sections are structured using standard outline format. This format helps you keep the section
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