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1. PURPOSE 

Below is the process that has been developed to facilitate the adoption and updating of University policies in a 
timely and orderly fashion. The process below is a general guide, and some policy development may follow an 
extended, or abbreviated, development process. 

1.1. The Office of General Counsel assists University officials in the development and modification of 
University policies. Official University policies must be approved by the President or the Board of 
Trustees of the University, unless explicit permission to approve a policy has been delegated to another 
person. 

1.2. A University policy is a policy that affects or applies to the personnel or operations of more than one 
operating group or department. For example, the University’s withdrawal policy affects the operations 
of the University’s academic programs, as well as the operations of the Registrar’s Office, the Business 
Office, and, for many students, the Office of Financial Aid. 

2. POLICY DEVELOPMENT PROCESS 

2.1. Step 1: Project Initiation.  

University officials are frequently better able to evaluate when it would be appropriate for the University to adopt 
or modify a policy directly relating to the University official’s areas of responsibility. A University official 
(“Responsible Executive”) who believes that a policy should be adopted or modified may initiate the development 
and evaluation process by contacting the Vice President and General Counsel, hlachenauer@udallas.edu, (972) 
721-5363, who will be able to provide the Responsible Executive with the current template being used for 
University policies, as well as guidance throughout the development and review process. 

2.2. Step 2: Identification of Relevant Constituents.  

The Responsible Executive and the General Counsel will coordinate to identify other University officials, bodies, 
or committees that are likely to have a direct interest in the development of the policy in question (“relevant 
constituents”).  

2.3. Step 3: Policy Drafting.  

The Responsible Executive and the General Counsel, along with relevant constituents, as appropriate, will 
investigate current University policy and practice relevant to development of the policy and, with the benefits of 
that information, draft the policy for review by other University officials and approval by the President or Board 
of Trustees. 
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2.4. Step 4: Informal Review and Editing of Draft Policy.  

Depending on the nature of the policy or the proposed amendments, the Responsible Executive and the General 
Counsel may seek to involve additional relevant constituents in the review and editing process.  

2.5. Step 5: Submission for General Counsel Review.  

When the Responsible Executive and all relevant constituents have completed the drafting and reviewing process, 
t
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6. POLICY ENFORCEMENT 

Enforcement The Office of General Counsel or Office of the President will investigate 
suspected violations of this Policy, and take appropriate action in 
accordance with University policy. 

Reporting Violations Report suspected violations of this Policy to the 


