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Initial once completed

^ 1- Changes in revised policy saved as "Revised XXXX_date" in "Work in Progress" foider in the appropriate chapter Date: ^
2. Vice President or Director approves or submits revisions or new policy to Administrative Clerk Date: ^

/0/1 *? / --N /OVV ^^LMJ 3. The President approves orsubmits changes Date: /cOS li^r) /

—£ 4. Board policieswith board memo prepared for Board Meeting:1" Reading date: 2'^ Reading date:^// O/^

5. Official changes are made (including revision dates) and uploaded to the web

6, Tracking spreadsheet updated

9^ 7. Addto OutlookAnnual/Monthly Appointment list located on 1" day of month on OutlookCalendar

8. The old document is moved to "Superseded" folder

9- Move 'Revised XXXX Date" from "Work in Progress" folder into the main folder and rename as "BPXXXX Name of Document, Date" (date approved)

—L— 10. Update "ProcedureOrig&RevisionRecords" spreadsheet

11. Email appropriate VicePresident or Superintendent/President an electronic version of the finished policy

12. Scan into Board Policies& Procedures (ct-prod-fs)(W:)\Archiveof Action Taken\ named BPXXXX & board approval date








