
1. IDENTIFY NEED

2. DRAFT POLICY 
PROPOSAL 

3. APPROVE
POLICY PROPOSAL 

4. DRAFT POLICY 

5. REVISE POLICY 
DRAFT

6. REVIEW POLICY

7. APPROVE 
POLICY

8. PROMULGATE 
POLICY

9. REVIEW AND 
UPDATE POLICY 

10. ARCHIVE 
POLICY

ÁAn individualor unit determines the need for policy
ÁAt least one responsible executive agrees to sponsor policy 

ÁResponsibleexecutive appoints responsible office(s) to develop new 
policy
ÁResponsible office  consults with University Policy Office (UPO) in 
developing draft of policy proposal 

ÁResponsibleexecutive suggests changes to or approves policy proposal
ÁPolicy proposal is distributed to the Executive Policy Review Group 
(EPRG) for review and approval

ÁResponsible office drafts policy in standard policy template using 
EPRG-approvedpolicy proposal as a guide 
ÁUPO provides editorial assistance to responsible office 

ÁResponsible executive suggestschanges or approves policy draft
ÁResponsible executive shares policy draft with stakeholders identified 
in the policy proposal
ÁResponsible executive/office incorporate stakeholder feedback into 
policy draft
ÁUPO may request feeback throughits Web site

ÁIn consultation with the vicepresident for ethics and compliance, UPO
obtains legal review of policy as necessary
ÁPolicy draft is distributed to the EPRG by the UPO
ÁThe EPRG provides feedback 

ÁUPO issues and announcement of a new or substantially revised policy
ÁResponsible office delivers additional communication and training
ÁResponsible executive/office establishes support systems to achieve 
compliance

ÁResponsible office notifies the UPO of routine updates to existing 
policies
ÁUPO initiates review of policies by responsible executive/office at least 
every five years

ÁUPO maintains central repository of superseded or discontinued 
policies

ÁIf within its authority, EPRG can approve policy
ÁIf approval by the president and/or the Boardof Trustees is required, 
EPRG will recommend to president for approval or recommendation to 
the board
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