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Under Construction

Get in the right frame of mind.

Write the darn thing already!

Celebrate the accomplishment.

1. Getin the
right frame of

mind.

“There is nothing to writing. All you
do i sit down at a typewriter and

bleed.”
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Mark Twain

“My books are water, those of the great geniuses are wine. Everybody drinks water”"

pol-i-cy (pOl” 1-s€) n. pl.

a definite course of action adopted for the

sake of expediency. A course of action, guiding

principle, or procedure considered expedient, I I Ve
prudent, or advantageous. \ W I
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Pro-ce-dures (pra’ séjars) n. pl.

1. An established or official way of doing

something. . -
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2. A series of actions conducted in a certain
order or manner.

3. Asurgical operation.




Point A...
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2. Write the darn thing already!

NOW F




Choose. And then write.
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THE 48 HOUR POUR ONE SECTION AT A TIME
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The Architectural Plan

What exactly do we need a policy about?
(i.e. How to avoid duplicating the Code of
Federal Regulations and Federal Student Aid
Handbook)

How do we get the manual to look like “a
manual”?

How do we get the manual off the shelf and
on to the desk?
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Content

Department of Education Guide

NASFAA Compliance Resources — Self Evaluation Checklists (Free)

NASFAA Compliance Resources — Policy & Procedures Builder ($100)

NASFAA Blue Icon
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Style
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Printed vs. Electronic?
SharePoint or Shared Servers

Notebooks for everyone? =

Look and Feel
Microsoft Office Book and Form Templates
Google: Free Manual Templates

Zoom — Recorded videos
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Getting it off the shelf

Involve your team

Put it in a shared location that gets a lot of traffic
Do your best to keep the manual green (SharePoint, Networked Drive)

Review it frequently
Review one section per month in your staff meeting.
Put a staff member in charge of t
Update, archive and purge

g on one section per month.
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How We Do It
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“ Financial Aid Team
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Verification

For the 20212022 Avar e S new procedure abaled ProcessingVerfcations for the
2122 Award Yoar' (DL GEN 2105 This 1 th s processfor 20222023 Award Year (DCL.
GEN 2206

10/24/2022

19

3. Celebrate tl
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motivation (m0'ta-va 'shan) n.

the state of being motivated. Something that
motivates; an inducement or incentive.

Driving force that initiates and directs |
behavior. Can be intrinsic or external. ST
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What’s your carrot?

10/24/2022

22

How to Writea P & P
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