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 specific, prescribed actions, is more detailed than a policy, 

identifies the applicable university policy, and does not 

require approval in accordance with this policy.  University 

procedures must be consistent with and not conflict with 

university policies.   

 

(3) ³5HVSRQVLEOH� RIILFLDO´� LV� WKH� XQLYHUVLW\� RIILFLDO� FKDUJHG�

with the implementation, training and oversight of a 

particular policy that falls within the scope of the university 

RIILFLDO¶V�DVVLJQHG�UHVSRQVLELOLWLHV��DV�ZHOO�DV�WKDW�SROLF\¶V 

revision and approval, or in the case of a new policy, its 

development. 

 

(4)       ³University policies website´�LV�WKH website where all 

university policies are maintained. It is located at: 

https://www.csuohio.edu/compliance/university-policies-0. 

 

 

(C) Policy approval process 

 

(1) New policies or changes to existing policies may be 

initiated by the president, the provost, any vice president, 

or in the case of faculty policies and bylaws, by the faculty 

senate. Recommendations for new or revised policies shall 

be proposed to the provost or the appropriate vice president 

by any member of the university community. Once the 

provost or a vice president approves a policy proposal, the 

provost or vice president will appoint a responsible official 

for the policy who will then forward the policy to the office 

of general counsel. 

 

(2) The office of general counsel shall review the policy for the 

following: 

 

(a) Consistency in format and presentation; 

(b) Conflicts between the proposed policy and other 

university policies; 

(c) Consistency with laws or other external regulations 

germane to the policy; 

file://///Vike/Legal/Office%20of%20Compliance/Policies/Formulation%20&%20Issuance%20of%20Policies%20Policy%20(2020)/:%20https:/www.csuohio.edu/compliance/university-policies-0.
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(d) Consistency with the mission of Cleveland state 

university. 

 

(3) Once the office of general counsel reviews the policy, it 

shall be returned to the provost or the appropriate vice 

president who has the responsibility for seeking approval 

IRU� WKH� SROLF\� IURP� WKH� SUHVLGHQW� RU� WKH� SUHVLGHQW¶V 

designee. 

 

(4) $IWHU�DSSURYDO�E\�WKH�SUHVLGHQW�RU�WKH�SUHVLGHQW¶V�GHVignee, 

the responsible official and the office of general counsel 

shall be responsible for posting the proposed policy on the 

university policies website for a thirty-day comment 

period.  An email notification will be sent to university 

faculty, staff and, as applicable, students informing of the 

thirty-day comment period.  

 

(5) Following the thirty-day comment period, the policy may 

be revised and sent to the provost, president or designee, as 

appropriate, for final approval.   

 

(6) The responsible official and the office of general counsel 

shall prepare the policy for submission to the secretary of 

the board of trustees for board consideration. The policy 

becomes effective after board approval, and ten days after 

it is filed with the Ohio legislative service commission. 

 

(7) The responsible official coordinates dissemination of the 

policy in cooperation with the office of general counsel.  

 

(D) Applicability 
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law or business process.   Such review should occur at least once 

every three years. If a responsible official deems it appropriate to 

rescind an existing policy or consolidate two or more policies, such 

changes should be discussed in advance with the office of general 

counsel. The responsible official must ensure that the policy and 

any related procedure, reflects current practices and is consistent 

with current legal requirements.  

 

 

Policy Name:  Formulation and issuance of policies 

Policy Number:  3344-2-01 
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Effective:   06/05/2021 
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       Responsible Official:  Office of General Counsel 
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UNIVERSITY POLICY FILE FORMATTING INSTRUCTIONS 

 

Before changes to the University policies become applicable to the 

FDPSXV��WKH\�PXVW�EH�DSSURYHG�E\�WKH�8QLYHUVLW\¶V�%RDUG�RI�7UXVWHHV�DQG�

filed electronically with the Ohio Legislative Service Commission (LSC.) 

7R� IDFLOLWDWH� WKH� /6&¶V� UHYLHZ� RI� SROLF\� FKDnges and to assist the 

University community in identifying changes to the University policy, the 

8QLYHUVLW\�UHTXLUHV�WKDW�DOO�FKDQJHV�EH�IRUPDWWHG�DFFRUGLQJ�WR�WKH�/6&¶V�

guidelines prior to submission to the Board of Trustees.1 

A full copy of the Legislative Service Commission Rule Drafting 

Manual, Fourth Edition. May 2006, is available in PDF format at 

http://www.lsc.state.oh.us/rules/rdm06_06.pdf. Individuals who have 

difficulty accessing the manual from the previous link will find it on the 

Register of Ohio page, located at http://www.registerofohio.state.oh.us/. 

However, for the convenience of the campus community, a brief summary 

of the most commonly used formatting requirements follows. 

 

http://www.lsc.state.oh.us/rules/rdm06_06.pdf
http://www.registerofohio.state.oh.us/
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bold face type. The only exceptions to this are the policy number and 

tagline on the first page, and the policy number, which should be repeated 

in the top left margin of all subsequent pages. Only new text may be 

underlined, and no text should appear in italics. No page number should 

appear on the first page of the policy, however, all subsequent pages 

should include the page number in the top right margin, on the same line 

as the policy number. 

 

The Numbering System 

 

All Cleveland State University policies are numbered and begin 

ZLWK� ������ 7KLV� QXPEHU� LV� WKH� 8QLYHUVLW\¶V� ³DJHQF\� QXPEHU´� DQG�

references the fact that the University was created by the Ohio legislature 

under Chapter 3344 of the Revised Code. Two numbers follow the 

³DJHQF\�QXPEHU�´�7KHVH�LQGLFDWH�WKH�³FKDSWHU´�DQG�WKH�³UXOH´�QXPEHU��)RU�

new policies that do not yet have a chapter and rule number, the Office of 

general counsel will assign these numbers as appropriate and/or upon 

request. 

Tag Line 

 

The tag line consists of the agency, chapter, and policy number, 

along with the policy title, and appears only on the first page.  The title 

should be a word or phrase that clearly and concisely describes the 
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LETTERING AND NUMBERING OF PARAGRAPHS 

Paragraphs of the: Appear As: 

First Rank (A), (B), (C), etc. 

Second Rank (1), (2), (3), etc. 

 

LETTERING AND NUMBERING OF PARAGRAPHS 

Third Rank (a), (b), (c), etc.  

Fourth Rank (i), (ii), (iii), etc. 
 

Fifth Rank (a), (b), (c), etc. (lower case italics) 

Sixth Rank (i), (ii), (iii), etc. (lower case italics) 

Seventh Rank (A), (B), (C), etc. (upper case italics) 

Eighth Rank (1), (2), (3), etc. (italic numbers) 

 

Format for Changes to Policies 

 

If the policy being proposed for approval is an entirely new policy, 

all the text should be underlined. However, if making changes to an 

existing policy, the changes should be identified as follows: 

 

All text being removed from the policy entirely or being removed 

from that section of the policy should be indicated by use of a strike 

through. 
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Grammar and Style for Policy Drafting 

 

Policies should be drafted as gender neutral, thus avoiding the use 

of personal pronouns. For the sake of clarity, all policies should be written 

in the present tense and active voice so that the person or group 

UHVSRQVLEOH� IRU� DQ\� SDUWLFXODU� DFWLRQ� LV� LGHQWLILHG�� 7KH� ZRUG� ³VKDOO´�

indicates that a person or group must do something and should be used in 

SODFH�RI�WKH�ZRUG�³ZLOO�´�7KH�ZRUG�³PD\´�LV�SHUPLVVLYH�DQG should only 

be used to indicate that a person or group is authorized to do something, 

but is not required to do so. 

 

Capitalization within Policies 

 

All University policies are written in lower case. Capitalization is 

the exception rather than the rule and is allowed only in the following 

circumstances:  

- Proper names of people 

- Names of primary sources of law and popular names of federal 

enactments (e.g. Revised Code, United States Code, Code of 

Federal Regulations, Family Educational Rights and Privacy Act). 

- Certain code terms (e.g. Chapter and Title when followed by a 

number: Chapter 2743 of the Revised Code. The terms are lower 

case when not followed by a specific number: this chapter. The 

WHUPV�³UXOH�´�³SDUDJUDSK�´�³GLYLVLRQ�´�³VHFWLRQ�´�DQG�³DSSHQGL[´�

are always lower case.). 

- References to court rules (e.g., Ohio Rules of Evidence, Rules of  
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word or phrase appears in quotation marks. Examples of where this would 

be appropriate include titles of publications, names of organizations, 

wording on signs, and mailing addresses. 

 

Cross-References 

 

Sometimes policies reference other paragraphs within the same 

policy or other University polices.  From time to time a policy may 

reference another law or section of the Ohio Administrative Code. The 

most commonly used cross references are listed in the left side of the table 

below and the proper way of making the reference is listed in the right side 

of the table below. 

 

 

 

Reference To Be Made 
Form In Which Reference 

Should Be Stated 

Referring to the policy itself this policy 

Referring to a paragraph 
paragraph (A) of this policy 
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within the policy itself  

Referring to the paragraph 

itself 

 

this paragraph 

Referring to an unlettered 

paragraph within the policy 

itself 

 

the second paragraph of this policy 

Referring to the only appendix 

within the policy itself 

 

the appendix to this policy 

Referring to a paragraph of the 

appendix within the policy 

itself 

 

paragraph (F) of the appendix to 

this policy 

Referring to the appendix itself this appendix 

A rule of the Administrative 

Code 

rule 3344-6-08 of the 

Administrative Code 

A lettered paragraph of a rule 

of the Administrative Code 

paragraph (A) of rule 3344-6-08 of 

the Administrative Code 

An unlettered paragraph of a the second paragraph of rule 3344- 
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Supplemental Information 

 

At the end of each policy, there appears supplemental information. 

This includes information about the history of the policy, an effective  

date, certification and date lines, and the statutory authority for the policy. 

If a policy has been rescinded and re-filed as a new policy or if the text is 

relocated to another policy, the supplemental information will also include 

a replacement line. 

 

For policies that are being amended, the existing supplemental 

information should be left in place, however, the previous effective date 

should be moved so it appears as the last in the list of prior effective dates. 

If the policy is being rescinded and re-filed as a new policy or relocated, 

http://www.lsc.state.oh.us/rules/rdm06_06.pdf

