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Purpose

This framework is designed to guide VIUFA members on the development,
implementation, and review of VIUFA policies and procedures.

Definitions

Policies are a set of rules or guidelines for an organization, members and employees to
follow in order to achieve their goals. Procedures are the counterpart to policies; they are
the instructions on how a policy is followed.

When a need for a policy or procedure is identified, the Policy or Procedure template
documents will be used to develop it. These templates are kept in the Policy & Procedure
Development folder and are accessible by all VIUFA Executive members.

Once completed, policies and procedures must be approved by a majority vote of the
Executive before implementation.

Approved policies and procedures will be kept in the Policies and Procedures folder, in
PDF format, with the naming convention yyyy.mm.dd Item Policy or yyyy.mm.dd. Item
Procedure. All current policies will be provided to members annually or upon request.

The most recent version of the Word document will remain in the Policy & Procedure
Development folder for future revisions. Previous versions of policies and procedures will
be retained for ten years.

Policies and Procedures will be reviewed and revised regularly at a maximum of a five year
interval. The review cycle for individual policies will be included with each.

A standing policies and procedures committee of VIUFA Executive will conduct the work of
reviewing, revising and drafting new policies and procedures for consideration by
[executive, membership as appropriate]. The Secretary Treasurer will be the chair, and the
P&P committee will include at least two other members of the Executive, with support
from VIUFA staff.



