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Summary The Officers Policy Manual provides an organized method of stating, 

disseminating and preserving policies, procedures and information 
related to the conduct of The Olympia Branch of The Mountaineers 
business and activities. - 

Policies 

Objectives 

The manual is intended as an'aid to officers, and other volunteers to 
facilitate communication of Mountaineers policies, assist in 
implementing Mountaineers procedures and to provide a single 
reference source of officers guidelines. 

Policies stated in the Officers Policy Manual apply to all members of 
the Olympia Branch. All official Branch policies are included in this 
policy manual. 

Branch policies shall not conflict with The Mountaineers policies. In  
cases of possible conflict, the Mountaineers policies shall govern. 
Report any conflicts to Branch Chairperson for resolution. 

Communicate policies and provide a source of reference for the 
Branch. 

Establish accountability for implementing officers policies 

Implement policies and procedures consistently and uniformly 
throughout the Branch organization. 

Date: xxxxxxxxxxx 



DRAFl  
December 7. 1991 

Olympia Branch Officers Section: INTRODUCTION 
Policy Manual Subject: 2-2 Organization and Use of Manual 

The Mountaineers Page: I o f 2  

-- 

Summary  

Approval 

Organization of 
the Manual  

c 

The following descriptions outline how the Olympia Branch Officers 
Policy Manual is organized and how to use it to locate information. 

The Officers Committee will review all changes to the policy manual 
before printing and distribution. These approvals shall .be part of the 
minutes maintained by the Secretary. 

Sections. The Olympia Branch Officers Policy Manual is 
organized into five sections. Each section groups together a number 
of related items called "subjects". All sections are: 

. titled 

. .  ., 

numbered in increments of 100 beginning with 100 

identified by a tab divider 

provided with an individual table of contents 

summarized by the first subject in each section, i.e.. 101, 201, 
301, etc. 

Subjeds. Each section is divided into subjects, information items of 
relatively small scope. Subjects usually describe specific 
Mountaineers policies, procedures, and guidelines. They are: 

. titled 

. numbered consecutively within each section . 
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Location o f  Table of Contents. 
Information 

For entire manual: The Table of Contents lists the 'names and 
numbers of sections and subjects in the order they appear in the 
manual. 

For individual sections: The first page of each section 'is an 
individual Table of Contents. All individual section Tables of 
Contents are numbered with the appropriate section number, i.e., 100. 
200, 300, 400. The contents lists names, numbers, and main topics 
for the subjects appearing in that section. 
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