
Office of Policy & Project Management


HOW TO REVISE AN EXISTING POLICY: STEPS AND FLOWCHART
1.
Download current version of the policy in WORD format on your PC to use as a working draft.  Go to http://www.umdnj.edu/oppmweb/university_policies/index.htm to locate the policy and follow prompts to download (will need to log in through my.umdnj portal).
2.
Begin editing the draft document using either track change feature or by highlighting the text containing additions and strike-outs in red.
3.
Review other pertinent policies, which are related to the policy being revised to ensure no gaps, overlaps or inconsistency.  If there are questions, then consult with the respective authors/owners for resolving potential inconsistencies. 
4. Collaborate with areas directly impacted to refine the policy draft using version control convention for managing the successive drafts.  
5. Review the final draft, summarize changes with respect to the current version on a preliminary Policy Communications Report (PCR) (PCR should identify the significant changes, which may also be highlighted in the draft policy document. http://www.umdnj.edu/oppmweb/policy_resources/PCR%20TEMPLATE.doc.)
6. Decide whether changes from the current version are substantive or non-substantive http://www.umdnj.edu/oppmweb/university_policies/introduction/PDF/00-01-01-05_00.pdf or consult with the Office of Policy and Project Management (OPPM).
7. IF NON-SUBSTANTIVE:
Send OPPM via email:

a) final draft (including additions and strike-outs highlighted in red), and;. 
b) PCR
OPPM provides feedback
“Owner/Author” reviews feedback, edits as appropriate and sends final draft back to OPPM to proceed with step 25.
8. IF SUBSTANTIVE –Send edited draft of policy, with changes from the current version highlighted, and the draft PCR to OPPM for preliminary review.
9. OPPM provides feedback including recommendations for changes in content and/or formatting.
10. Incorporate OPPM’s feedback to make additional changes to the documents.
11. Policy is now ready for Policy Review Group (PRG).
12. Customize and send the transmittal message below via email to PRG members requesting feedback within 10 business days.  To locate email addresses, click the link below, copy and paste these into the “To” box of the message you have composed:
http://www.umdnj.edu/oppmweb/policy_resources/Email_addresses_Policy_Review_Group_Members.doc
Dear Policy Review Group Members:

Enclosed for your review is a proposal for a revised policy, --------------------------------.  Included are: a) Policy Communications Report, and b) a draft for the revised policy with proposed changes highlighted.

Please note that pursuant to University policy, PRG is a standing committee of stakeholders representing all areas of the University.  PRG members are accountable for reviewing, refining and rationalizing all significant changes to existing policies as part of the University wide vetting process. 
Please respond to me at email address within ten (10) business days (specify the date 10 business days from the date of the email) with one of the following: 

a)   I have reviewed the proposal, endorse it as is and do not have any comments.

Or 

b)   I have issues, concerns or comments as indicated on the draft. 

Should you have any questions, please feel free to contact me at XXX-XXX-XXXX.
Thank you in anticipation of your timely response.

13. At the end of 10 business days, review all responses to make the appropriate changes to the working draft. 
14. Start compiling response provided by each member using the Templates: http://www.umdnj.edu/oppmweb/policy_resources/PRG_Review_Summary_TEMPLATE.doc and: http://www.umdnj.edu/oppmweb/policy_resources/PRG_Review_Summary_SAMPLE.doc.
15.
Customize and send the transmittal message below via email with the amended draft and the summary table to PRG members for a final review requesting a response within 5 business days. 

To locate email addresses, click the link below, copy and paste these into the “To” box of the message you have composed:
http://www.umdnj.edu/oppmweb/policy_resources/Email_addresses_Policy_Review_Group_Members.doc
Dear Policy Review Team Members: 

Thank you for providing feedback on the initial draft of the proposed revisions to (title of the policy).  Appropriate changes have been made to the initial draft to reflect your feedback.  
Enclosed for your review are: a) the amended version of the initial policy document, and b) a summary compilation of the feedback received and the manner in which it was addressed.  This is a final opportunity for you to review a refined version of the proposal you commented on earlier.
Please respond to me at email address within five (5) business days (specify the date 5 business days from the date of the email) with one of the following: 

a)   I have reviewed the proposal, endorse it as is and do not have any comments.

Or 

b)   I have issues, concerns or comments as indicated on the draft. 

Your response is required.  However, a lack of response by the due date will be considered as your acceptance of the proposal to clear the way for the next steps in the policy review/approval process.

Should you have any questions, please feel free to contact me at XXX-XXX-XXXX.
Thank you in anticipation of your timely response.
16.
Review all responses to:
a)  incorporate negotiated changes in the latest draft to reflect PRG feedback 
b)  update the Summary Table

c)  update PCR
d)  obtain “Owner’s” sign-off to proceed with President’s Cabinet (PC) review.


17.
Send OPPM the: 1) final policy draft, 2) PCR, and completed 3) Summary Table. 
18.
OPPM provides the Office of the President and the presenting Cabinet member with review material in advance of the meeting. 
19.
The Office of the President schedules a review of the policy proposal for the PC meeting. 
20.
The Office of the President communicates outcome of the review to OPPM. 
21.
If the policy is approved by the PC with no further review requirement then skip to step # 25.  If the PC has specific comments, then it is amended.  Go back to Step 17.
22.
If the policy is approved by PC and requires BOT review then Office of the President directs the Cabinet member to schedule a review by the appropriate BOT Standing Committee. 

23. Prepare BOT Resolution using the template: http://www.umdnj.edu/oppmweb/policy_resources/TEMPLATE%20FOR%20BOT%20RESOLUTION.doc  

Provide the final draft, the draft resolution and the PCR to the Special Assistant to the BOT for Standing Committee review.  If there are comments, it is amended and resubmitted as appropriate.  Once approved by the Standing Committee, the proposal is ready for BOT review. 
24. Once approved by BOT, the Special Assistant to the BOT sends OPPM a copy of BOT resolution or the BOT action memorandum approving the policy.  
25. OPPM provides original policy document for signature to Owner/Author.

26. “Owner/Author” sends signed original policy document back to OPPM.
27. OPPM performs website updates and sends out appropriate communications upon receipt of the signed document, resolution if applicable and PCR 
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