Central Administration Functional Policies/Procedures
School/Unit-Specific Policies/Procedures
The Vice Presidents of the Departments and/or Offices within Central Administration, e.g. Human Resources, IS&T, etc. vested with University-wide responsibilities for specific functional areas, establish policies/procedures to promote implementation of Presidential/BOT policies as well as to fulfill the delegated responsibility and accountability for his/her functional area.  Similarly, the Deans of the Schools and President/CEOs of the Units establish policies/procedures to promote implementation of the BOT and the Presidential policies as well as to fulfill the delegated responsibility and accountability for the specific School or Unit.  
GENERAL GUIDELINES FOR FORMAT
	UMDNJ logo


	On top of heading

	Heading:
	Functional policies/procedures should be identified by the CA organization name at the SVP or VP level, e.g. Human Resources, Academic Affairs, Information Services & Technology, etc.

School/Unit-specific policies/procedures should be identified by the School or Unit name at the Dean or President/CEO level



	Subject:
	A sub-unit within the organization named in the heading, e.g. Employment & Related Matters for Human Resources



	Title:
	A concise description of the content of the policy/procedure, e.g. Employment Agencies/Search Firms



	Category:
	Indicate the appropriate box: either Functional or School/Unit



	Responsible Executive:
	Title of the highest level officer for the CA function, the School or the Unit



	Responsible Office:
	The sub-unit with a primary responsibility for policy/procedure administration



	Coding:
	Coding convention for CA functional policies/procedures should maintain consistency with Presidential and/or BOT policies:
For example, all University/BOT policies that pertain to Academic Affairs are presently grouped under the section: 00-01-20-00:00 ACADEMIC AFFAIRS.  In this coding "20" refers to Academic Affairs. 

Using the same length (10 digits), the structure will be: 20-01-xx-yy:zz
The first four digits will remain the same.

XX could represent a division within Academic Affairs (10, 20, 30, ….90)

YY could represent a specific topic (10, 15, 20, 25, 30, etc.)

ZZ could represent a sub-topic (05, 10, 15, etc.)
School/Unit-specific policies/procedures may retain existing coding conventions.    


NOTE:  

See Sample Below.

Questions on utilizing/customizing the foregoing guidelines should be addressed to OPPM at: 

http://www.umdnj.edu/oppmweb/about_oppm/contact.htm 
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ACADEMIC AFFAIRS POLICY

	SUBJECT:
	Salary and Wages
	TITLE:
	Faculty Salary Overpayments

	CATEGORY:

Check One
	Board of Trustees

 FORMCHECKBOX 

	Presidential

 FORMCHECKBOX 

	Functional

 FORMCHECKBOX 

	School/Unit

 FORMCHECKBOX 


	Responsible Executive:
	Vice President for Academic Affairs
	Responsible Office:
	University Faculty Affairs

	CODING:
	20-01-50-30:00
	ADOPTED:
	10/21/09
	AMENDED:
	xxxxxx

	LAST REVIEWED:  10/21/09


I.
PURPOSE

II.
ACCOUNTABILITY

III.
APPLICABILITY

Etc.
_____________________________

(Responsible Vice President or Senior President should sign the functional policy).  Print their title under the signature line.
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