


There are representatives from all the divisions who review policies. Roles and responsibilities of those involved are listed below.

Roles/Responsibilities:

	Initiator of Policy or Policy Review/Update
	Draft
Solicit comments from functional groups, HR Liaisons, Fiscal Liaisons and/or Division Information Officers, and EAC/MAC
Compile feedback, suggestions and recommendations
Wordsmith
Prepare a track changes version (as necessary) of proposed changes
Prepare an executive summary of proposed changes
Provide a final version of proposed policy /procedures for approval



	Functional Groups 
	Provide technical expertise and the needed procedures for the development of the policy or proposed policy change

Functional groups include, but are not limited to, fiscal and HR staff, ITSD staff, investigators and enforcement staff



	HR Liaisons, Fiscal Liaisons, EAC/MAC 
and/or Division Information Officers

	Represent division staff and management input on the proposed policy changes 

Check content from division and management perspective. Are they:
· fair to all?
· accomplish the desired objective?
· clear, understandable and simple?



	Legal staff
	Legal review (as necessary)



	Executive Staff
	Final approval
Set policy, parameters, vision, guidance



	DAS Administration
	Final formatting and posting of policies to DNR Internet
Communication of policy updates to DNR staff
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