
Relevant
V.P. reviews and

agrees with
content?

Originator prepares Draft(s) and Routing Sheet(s)

V.P. signs off on Routing Sheet and forwards documents to
office of the University Secretary

Office of the University Secretary completes editorial, content
and jurisdiction reviews, including checks for consistency with

other governing documents

Revision
Required?

Office of the University Secretary signs off on Routing Sheet
and forwards documents to Executive Director, Human

Resources

Executive Director, Human Resources signs off on Routing
Sheet indicating whether UMFA comment is required and
forwards documents to Office of the University Secretary

Office of the University Secretary forwards documents to Office
of the President for PVP review

 PVP reviews
and agrees with

content?

Proposal Terminates
Office of the President advises

Originator

YES

NO

Proposal Terminates
V.P. advises Originator

NO

PVP wants
additional

comments (other
than UMFA)?

YES

Office of the President will advise
Originator to seek comments from others.

YES

Revision required

Revision
Required

YES

NO

POLICY/PROCEDURE PROPOSED BY THE PRESIDENT AND/OR VICE-PRESIDENTS FOR BOG OR ADMINISTRATION APPROVAL

NO



Is BOG approval
required?

Relevant BOG committee(s) review and make
recommendation to BOG

BOG
approves?

 Office of the University Secretary:
 a) designates Governing Document #, Effective Date,Formal Review
      Date (if applicable);
 b) post/remove the Governing Document on the Governance Website;
 c) advise the President,  relevant V.P., and Originator respecting the approval;
     and
 d) arrange for an e-memo to be distributed to employees through the
      UMInfo News Co-ordinator

Proposal Terminates
University Secretary advises

President, V.P. and Originator

YES

Revision Required

YES

YES

Office of the President forwards documents to the
Office of the University Secretary

Office of the University Secretary completes final
check and determines whether BOG approval is

required

Is UMFA
comment
required?

Office of the President forwards
documents to Executive Director, Human

Resources

Executive Director, Human Resources
forwards Draft to UMFA for comment

If no comments within applicable
time, Executive Director of

Human Resources signs off on
Routing Sheet and forwards
documents to Office of the

University Secretary

Executive Director,
Human Resources,
sends to Originator

with UMFA
comments

Does
UMFA

comment?

YES

YES

NO

NO

NO

NO

President signs off on Routing Sheet and
indicates whether approval or responsibility for
implementing an administration policy and/or

procedures will be delegated to a Vice-President


