
Title of the Policy (Note: this is a Style: Header 1)
Division or Policy Group (Note:  this is a Style: Normal.  All text under the Header 2 type is the style of Normal except for text under Procedures which is Style: List Paragraph)
Policy Number:	#####
Reaffirmed/Revised Date:	equals the date approved to move forward in APWG 
Effective Date:	equals the date 30 calendar days past the issue date. (at times there may be a special issuance/effective date)
Issue Date:	equals the date announced as published on InfoLink – typically the 2nd Tuesday of the month.
POLICY: (Note: this is a Style: Header 2)
Statement of policy. Example: “The Department of Human Services follows a standard process for the development and maintenance of Administrative Policies.” 
AUTHORITY: (Note: this is a Style: Header 2)
List of Statute, Rule, or Regulation the policy covers.
Format:
Minnesota Statute,​ section ​3.302, subdivision 3, "title"
APPLICABILITY: (Note: this is a Style: Header 2)
State the area of DHS the policy applies to and if any area(s) are exempt. 
Staff may be subject to disciplinary action, up to and including termination, for failure to comply with policies.
PURPOSE: (Note: this is a Style: Header 2)
State the purpose of the policy: What does the policy/procedure establish? Example: “To establish an Administrative Policy system for the development, issuance, and maintenance of Administrative Policies.”
[bookmark: _Hlk31190277]DEFINITIONS: (Note: this is a Style: Header 2)
Definitions – define words effective in the body of the procedures. Defined terms must be in body of procedures.
PROCEDURES: (Note: the title is a Style: Header 2. All text under this section is Style: List Paragraph.)
Outline the procedures to follow the policy or how the policy will be implemented. 
1. Always use the tab function, not the space bar, to align text for indentation or outline.
2. Use the MS Word functions to ensure accessibility using Create accessible content / DHS Intranet (mn.gov).
3. When revising a policy, use MS Word function of tracking changes to indicate revisions to send to the DHS agency-wide policy coordinator.
The author writes in an outline format using the MS Word bullet lists for information written in a sentence structure with only the first word capitalized.
4. Information is written in plain language.
5. Information is written in active voice. Active voice puts the subject first performing the action (verb) to the object sentence structure. Statements in the active voice are clearer and easier for people to understand. Examples of sentences in active voice and passive voice are:
a. passive – Not used: “I was told by my supervisor to report to her office at noon.”
b. active – Used: “My supervisor told me to report to her office at noon.”
Authors set the formatting rules to: (Note: Title of a section has a colon when it is the beginning of a sentence leading into the List Paragraph below.)
6. the font to 11-point Calibri type;
7. the text alignment to left;
8. the line spacing to single-space within paragraph and double-space (11 points) between paragraphs; and, 
9. the margins to:
a. top and bottom margins equal 0.05”; and,
b. side margins equal 0.7”.
Text (Note: Title of a section has no colon when it is describing the information in the section and is not part of the listed sentences.)
10. Only use a single space between sentences. Double-spacing is an obsolete carry-over from typewriter days. Modern computer type fonts have built-in kerning that correctly spaces between the period and the beginning of the next sentence. The double space is too wide for easy readability.
11. Plain text is used with no emphasis such as underline, bolding or italics. Underlining is used automatically for indicating a link to another document.
12. Other documents mentioned in the policy should be linked the first time the document is mentioned in the policy and under the Attachment section. Title of the document number (format) For example:  Forms and Publication Project Request DHS-0000-ENG (Webpage)
13. Use the exact title of another document with any associated number of the document in parentheses behind the title. Capitalize the title of the document.
List formatting
14. If a list is part of a continuous sentence:
a. do not capitalize the words
b. put a period at the end of sentences.
15. If the list uses colons:
a. items listed are not capitalized;
b. use semicolons ( ;) at the end of each line;
c. use “and” or “or” after the second-to-last list item; and 
d. end last sentence with a period.
16. If there is a “1.” in a list there needs to be a “2.” or the information is included in the highest level in the list.
17. List level format is “A.”, “1.”, “a.”, “1)”, “a)”, “(1)”, “(a)”, “i.”
Use gender-neutral reference by relying on titles or generic terms. e.g., they, them. theirs. 
For common acronyms and abbreviations find the acronyms and abbreviations in Acronyms and abbreviations / DHS Intranet (mn.gov). All acronyms are spelled out the first time they appear in a document, e.g., “Chief Administrative Officer (CAO).”
Numbers zero through ten are spelled out, e.g., one, two, three…nine, ten. Numbers above ten are indicated in their numerical form, e.g., 11, 12, 13…27, 500, etc.
Capitalization
18. If the author refers to a specific form, capitalize the name of the reference. e.g., “Minnesota State Archives Guidelines/Standards.”
19. If the author refers to a specific location, capitalize the name of the location, e.g., “Lafayette Loading Dock.”
20. The first word in the brief heading of a section will be capitalized. 
21. If the author refers to a staff position or title held by a single individual, capitalize the position or title.  Do not capitalize the position or title if multiple individuals hold the position or title.
REVIEW: (Note: this is a Style: Header 2)
State the review schedule for the policy. (Example: Biennial)
REFERENCES: (Note: this is a Style: Header 2)
List any documents, sites used for additional references adding the link to the text where appropriate.
Format: 
MMB HR/LR Policy 1332, "Acceptance of Discounts" (PDF).
DHS Ethics Overview (InfoLink)
29 C.F.R. section 1910.146, “Permit-Required Confined Spaces" (Webpage)​
​
ATTACHMENTS: (Note: this is a Style: Header 2)
List and attach any forms required for use with the policy adding the link to the text where appropriate.
Create accessible content (InfoLink)
Acronyms and abbreviations (InfoLink)
SUPERSESSION: (Note: this is a Style: Header 2)
DHS administrative policy “Conflicts of Interest Policy” effective 10/07/2020 and all policies, memos or other communications whether verbal, written, or transmitted by electronic means regarding this topic is superseded with this version, if any. 
[Signature]
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