Proposing Changes to Departmental Guidelines

All proposed revisions to departmental guidelines must receive OAA approval before implementation.  

All revised documents must include the following information:

	School / College
	

	Unit Name 
	

	What prompted the proposed revision to Departmental Guidelines?
	

	Does the unit have an established process in place for making revisions to the Departmental Guidelines?  (Briefly describe this process.)
	

	If so, was this process followed?
	

	If the established process was not followed, why was it not followed?
	

	Who should be contacted to answer questions or consult with OAA?
	

	Provide the following documents with this completed template:

1) A copy of the current approved departmental governance document.

2) A copy of the revised governance document that clearly shows the proposed changes in highlighting.

3) A clean copy of the proposed revised governance document that includes the (attached) signature page, signed and dated by the chair or chair equivalent and the dean.



	Signature, Department Chair or Chair- equivalent


	

	Date
	

	Signature, Dean

	

	Date
	


Signature Page

[Document Name]

Revised [Date]
Department/Division Chair





Date

Dean








Date

Academic Affairs Approval:

Vice Provost for Academic Personnel and Leadership Development

Date

