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Policy & Procedure



Policy Title:		P&P Requirements
Classification:		Administrative
PP No.:		001
Drafted by:		Susan McGinnis
Date Submitted:	October 5, 2005
Amendment
Approved:		n/a
Sunset Date:		2026

Description:		Format for all P&Ps

Process:		P&Ps shall be issued a P&P number.  All P&Ps should have a policy title, 
classification, number, submitted date, approval date, a sunset date and description.
The sunset date for each P&P shall be 3 years.  At that time, the P&P is to be reviewed by the current board that begins in July of that year to determine if it is still necessary or needs to be amended.  If approved again the P&P will be given a new sunset date.  The P&P can keep the original number even if amended, but will be noted listing REVISED at the top.
All P&Ps shall also have a President and Secretary signature on the document once approved.  Once approved, the P&P will be kept in the Corporate Book and on the website.  Each new board year the secretary will present those expiring to the current board for approval.  The secretary will also update the P&P spreadsheet for tracking purposes.


_______________________________		        ____________________________
President						        Secretary
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