
HOW TO WRITE A POLICY

Creating policies and procedures, as well as process documents and work instructions, can take months of research
and writing. But, consider this: Well- crafted.

Remember, the best way to stay on track is to keep your end goal in mind when defining your priorities. This
keeps everyone up-to-date on the current changes. Source An example of a policy and procedure. Validate the
procedures To ensure your procedures make sense, you need to see them in action. Times New Roman -
Another industry standard. Make it easy to remember and refer to. Examples of the fonts mentioned above.
The procedure should be on a white background with a black font. By selecting one technology to use, you can
make the process more visible for your team. I consider it a cross between Arial and Times New Roman.
These are examples of what is being described at important steps in the procedure. It doesn't matter if no
changes were made, this date should be changed to indicated when it was last reviewed. Shadow employees to
see what current procedures are. Header - The header should always be center, bold, in all capital letters, and
at the very top of the policy. Procedure Number - This is for easy reference as well. Conduct thorough
research Take a look at your existing procedures to zone in on how things are currently done. Initials - This
should be the initials of the last person who reviewed the policy and procedure. Page Number - Should be
centered in the footer of the document. This makes users more inclined to read and use the procedure. Don't
include this unless there is something critical that has to be noticed straight away. To begin with, meet with
your policy team and decide what you need to address. I wouldn't use any front that is too difficult to read or
looks unprofessional. Select a technology to manage the process Using a single source of truth as you write
policies and procedures is another way to simplify the process. Comic Sans, for example, is an unprofessional
font. Procedure - This will be the majority of your policy and procedure. The first step is to create a list of new
policies that need to be written and existing policies that need revisions or updates. You will also want to
investigate any compliance issues that may have prompted your policy review. Justify the paragraph so looks
good on the policy and procedure. Since policy and procedure can be boring to read and write, this could be
one of the better fonts to use. Because they define standards for conduct, your policies and procedures play a
large role in creating the culture of your company or organization. As you get started, it may be helpful to
keep the end goal in mind. Font Size - At the most you shouldn't have a large font size used throughout the
procedure.


