
To:
Kathy Krendl, Executive Vice President and Provost


From:



Re:
Proposed {New} [or] {Revision of} Policy and Procedure xx.yyy, “[title],” for Executive Staff Policy Review Subcommittee


Date:


I.
Summary of Need for {New Policy} [or] {Changes to Existing Policy}

II.
Reviewers Consulted


The following individual people and groups were consulted during the development of this policy:

III.
Reviewers Not Supporting


{To the best of my knowledge, the reviewers listed above all support this policy as submitted.}

[or]


{For your information and follow-up, the following reviewers may not support this policy as submitted, because of the unresolved issues indicated: }

CC:  {everyone listed in section III, if any}

