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Policy Review Request Form
University Policies and Implementation Procedures
Instructions  Complete before drafting a new policy or reviewing, revising, or retiring an existing policy. Obtain the sponsoring Vice President’s endorsement and submit the form with available supporting materials to cpn@depauw.edu.
	
	1  REQUEST INFORMATION


 
	Submission date
	Enter date.
	Requested effective date
	Enter date.

	Requestor name and title
	Enter response.
	Division or office
	Enter response.

	Email
	Enter email.
	Policy Owner
	Enter response.

	Policy title
	Enter response.
	Sponsoring Vice President
	Enter response.


 
	Requested action  Select one
	☐ New   ☐ Revise   ☐ Review no change   ☐ Retire   ☐ Expedited   


 
	
	2  REASON FOR REQUEST


 
	What is requested
Briefly describe the change and desired result
	Enter brief response.


 
	Why it is needed now
Identify the trigger and principal risk if no action is taken
	Enter brief response.


 
	Related requirements
List related law accreditation standard or University policy
	Enter brief response.


 
	
	3  IMPACT AND READINESS


 
	Who is affected
List affected divisions offices or populations
	Enter brief response.


 
	Resources and implementation
Note staffing cost technology training communications procedures and timing
	Enter brief response.


 
	Materials included
	☐ Draft   ☐ Current policy   ☐ Redline   ☐ Procedures   ☐ Other   


 
	
	4  ENDORSEMENT AND CPN REVIEW


 
	Policy Owner name or signature
	Enter name or signature.
	Date
	Enter date.


 
	Vice President decision  Select one
	☐ Endorse   ☐ Return for revision   ☐ Do not endorse   


 
	Vice President name or signature
	Enter name or signature.
	Date
	Enter date.


 
	CPN date received
	Enter date.
	Reviewer
	Enter response.


 
	CPN determination  Select one
	☐ Proceed   ☐ Return for information   ☐ Do not proceed   ☐ Divisional procedure   ☐ Expedited route   
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