
POLICY DEVELOPMENT/AMENDMENT 
PROCESS

A. Policy Owner 
contacts Policy 
Coordinator to 

obtain a formatted 
Word f ile

PHASE 1: PRE-DEVELOPMENT

PHASE 2: DEVELOPMENT

PHASE 3: APPROVAL

PHASE 4: IMPLEMENTATION

A. Policy Owner 
drafts policy 

(solicit input from 
key stakeholders)

B. Stakehholders 
review & suggest 

edits

C. Policy Owner 
review stakeholder 
comments & edits  

F. Copy Editor 
(selected by Policy 

Owner)

D. Legal Counsel 
review

E. Policy Owner 
review comments 
& edits from legal

G. Final revisions 
and submit HOP 
submission form 

to Policy 
Coordinator

A.  Policy 
Coordinator 

creates policy 
packet for 
circulation 

B. HOPC Review 
and vote policy 

packet

C. Policy Owner 
review comments 

and edits 

D. Policy Owner submits 
policy to Chief Legal 

Counsel for f inal approval 
(For a substantive change 

only)

E. Chief Legal 
Counsel review 
(For substantive 

change only)

F. Chief Legal 
Counsel approval 

and signature 
(For a substantive 

change only)

G. President 
approval and 

signature 
(For substantive 

change only)

A.  Policy 
Coordinator 

publishes to HOP 
website

B.  Policy 
Coordinator 

communicate new 
policy or policy 

revisions

C.   Policy 
Coordinator posted 
and archived policy
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B. If  Policy Owner determines the 
proposed changes to be nonsubstantive, 
they will be sent to President?s Chief of 

Staff  for review.  If  the changes are 
substantive they will proceed to Phase 2.

C..COS determines 
on whether 

proposed changes 
are considered 
nonsubstantive

Chief of Staff

https://forms.office.com/pages/responsepage.aspx?id=-40iOkfGy0SINXsgYX_JBp8hrOjtmphOuVrMuqZ-ACJUNUdJRFg4UE0yWDFHVkw5MDRKRTRBUVRMQSQlQCN0PWcu
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