
Subcommittee Checklist
This checklist is designed for committee members to facilitate the review of policies and their accompanying coversheets. Kindly indicate the completion of each step as you progress through the checklist.  Click or tap here to enter text.
Committee Member Name: 1

	Document
	

	
	Cover Sheet
	

	
	Completed in full?
	

	
	Is the classification of submission type appropriate? Please review in full the administrative and substantive revision rationales. 
	

	
	Have stakeholders within the unit reviewed the policy?
	

	
	Does this need to be reviewed by the Union?
	

	
	Is there an effective communication plan?
	

	
	Was the responsible official signed via Docusign, or did they provide an authentic signature?
	

	
	
	

	
	Policy
	

	
	Formatting: Please ensure that the policy is printed on Emory letterhead. You can find the template available at the policy website: https://policies.emory.edu/resources.html. Currently, the document uses Times New Roman, with the Title and Policy Number in 18-point, while the main text is set to 12-point. It is up to the Responsible Owner to address this prior to submission. 
	

	
	Consistency in Wording: To enhance clarity and consistency in the document, please use examples such as "Emory University (Emory)" uniformly throughout. Additionally, it would be helpful to define terms such as "employees" to clarify whether this term includes only staff or also encompasses faculty and student workers. This will ensure that readers have a clear understanding of the intended meaning.
	

	
	Applicability: This section identifies the individuals or groups for whom the policy is intended, helping ensure its relevance and effectiveness. We encourage you to provide detailed information in this section to facilitate clarity and understanding, rather than leaving it blank or using "n/a." Your input is valuable to create a meaningful policy framework.
	

	
	Definitions: We will emphasize the initial appearance of any term within the policy by presenting it in **bold**. Furthermore, the document should focus only on providing definitions for the terms included in the policy.
	

	
	Related Links: To enhance the document's usability, please take a moment to check that all links are working properly. Additionally, it would be beneficial to ensure that any associated FAQ or webpage is correctly linked. If a link is cited in the document, consider presenting it as an active hyperlink both within the text and in the related links section. This will help provide a smoother experience for all users. 
	

	
	Contact Information: It is recommended to include a general title, phone number, and email address. If your unit requires a specific individual to be named, please ensure that their contact information is kept current with any changes. *Preference is given to a general email and phone number. * 
	

	
	Revision History: Please note that the current revision date is not included in this section. For the reader's convenience, this information is provided at the beginning of the document.
	

	
	Grammar: Grammar must be appropriate, that is, it spans across all ages. Please do not use slang or modern terminology.
	

	
	Reading level: Ensure this document can be understood without rereading it multiple times. Anyone should be able to pick up the policy, from the lowest-level employee to the highest, and automatically grasp its meaning. (Standard 8th -grade reading level)
	

	
	Policy or Procedure: Is this part of the essential guidelines (policy) or does it provide specific instructions (procedure)? Policies offer a structured approach that guides individuals or groups toward common goals while allowing flexibility in execution. The aim of these documents is to be concise and clear, to ensure that all necessary details are communicated effectively and efficiently. Procedures should not be included within policies.
	

	
	References: Are there any aspects of this policy that might be more effectively communicated through links on the department's website? Furthermore, is there any information that is updated frequently that could warrant revising the policy before the suggested three-year timeline? If so, our office kindly recommends discussing with the Responsible Owner the possibility of referencing these items on the website rather than including them directly in the policy. 
	

	
	
	

	
	Next Steps 
	

	
	Return to the Responsible Owner
	YES☐  NO☐

	
	Move forward to OEC
	YES☐  NO☐

	
	
	

	
	
	

	
	
	

	
	Additional Comments:
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


2

