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[Note: Executive Policies and Department Policies are to be drafted in accordance with the Executive Policy No. INF-7-4-EP “Drafting and Implementing Executive and Department Policies”, the “King County Editorial Style Manual” and in outline format as set forth in this policy template. Policies must be drafted using Arial 11 point font size.]
I. Purpose

This policy provides … 
Applicability and Audience This policy applies to …
[Note: Most Executive policies will apply to the Administrative Offices and Executive Departments supervised by the King County Executive. The audience may include King County offices, departments, officials, employees, boards, commissions, committees, or similar entities as well as contractors and grantees. Applicability of Department policies is internal to the Department only.]
II. Definitions 
[Note: Words defined under this section must appear in the body of the policy.]
III. Policy

A. Section Header
1.
a.
b.

c. 

2.


b.

B. Section Header
1.
a.

i.

ii.

b.

c. 

2.

a.


b.

IV. Implementation Plan
A. This policy becomes effective for [Note: insert Executive Branch agencies OR the Department] on the date that it is signed by [Note: insert the Executive OR the Department Director]. The [Note: Insert the name of the sponsoring agency] is responsible for implementation of this policy.
B. [Note: Insert the name of the responsible entity] is responsible for communicating this policy to the management structure within their respective agencies and other appropriate parties.
V. Maintenance
A. This policy will be maintained by [Note: Insert the name of the sponsoring agency], or its successor agency. 
B. This policy will automatically expire five (5) years after its effective date. A new,  revised, or renewed policy will be initiated by [Note: Insert the name of the sponsoring agency], or its successor agency prior to the expiration date. 

VI. Consequences for Noncompliance
Appendices:
[Note: List Appendices using formal titles.]

