
Procedure, sponsored 
by a Direct Report level 
staff member, is posted 

online for comments 
and discussion.

7 Calendar Days
Online comments are 

closed and a decision to 
revise or not is made by 

the Direct Reports.

Procedure is revised 
and re-posted for 
online comment.

After 7 Calendar 
days, the policy is 

discussed by Direct 
Reports. If approved it 
is signed by the Direct 

Report sponsor.

If the Direct Reports determine 
there is no revision necessary, 

the policy is signed by the Direct 
Report sponsor.
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