Policy Committee Request Form
Complete this form in its entirety and submit to the P&P Committee along with the file using the Policy and Procedure Template. If your request is a revision to an existing policy, please include a redlined version or include the original. See the P&P SharePoint site for additional resources and committee dates. 
1. Policy Title: Click or tap here to enter text.
2. Your Name and Title: Click or tap here to enter text.
3. Executive Sponsor and Title: Click or tap here to enter text.
4. Proposed Implementation Date or Effective Semester: Click or tap here to enter text.
5. Is this a new policy or a revision to an existing one?

6. Describe the rationale and expected results.

7. Describe the impact, including risk. Include impact to employees, students, and other policies/procedures/ SOPs. 


8. Describe the budget impact. If you are unsure of the budget owner or impact, please contact the finance department for guidance. 

a. Budget Impacted:
b. Amount:
c. Budget Owner Signature of approval: 

☐ Select if there is no expected budget impact. 

9. Vetting: List every individual or group that had the opportunity to provide input/feedback on the request, the date of feedback, and the feedback provided. Please contact the P&P Committee chair for assistance needed with the vetting process.






10. Date(s) of approval from all department/program policy committees, if applicable.



11. Publication update(s) required upon approval. 
☐ Enrollment Agreement
☐ New Student Orientation 
☐ University Catalog
☐ SharePoint
☐ Student Handbook

12. Describe the communication and training required upon approval, and who will be responsible for ensuring completion.


13. Describe how and when you will measure the effectiveness of implementation. Please contact the P&P Committee chair for any assistance with the evaluation process.




P&P REQUEST FORM
This section will be finalized by the P&P Committee Chair after committee review.
1

2


Date of P&P Committee Review:
Committee Decision:
Reason for Denial (if applicable): 
Executive Signature:  
