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E2. 205 Action Request For nat

| NTRODUCTI ON

The President's Ofice receives nunerous requests for action fromthe
canpuses. These requests span the full range of University activities
and cone in a variety of formats. Sonme requests cone in the action
request format outlined below. O hers cone as nenos or very | engthy
docunents. Cccasionally the salient issues and specific action desired
are unclear. This can result in delays due to the need to seek

addi tional information and/or clarification. Common understandi ngs
regardi ng the general format and substance of presentation will expedite
revi ew and deci sion-making by the President's Ofice and, if

appropriate, the Board of Regents.

GBJECTI VE

The purpose of this policy is to establish a cormon format or action
requests to the President's Ofice.


FYI

Bookmarks are available
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QU DELI NES

A The format of presentation for matters involving action by the
President's O fice and/ or Board of Regents is attached.

B. This format is a guide and shoul d be adjusted as appropriate to
the specific action request ed.

C. Every effort should be nmade to include relevant information in a
clear, concise manner and |imt the action nmeno to three pages or
| ess. Additional pertinent details nmay be submtted as
attachnent s.

D. Action requests requiring changes in Board or executive policies
shoul d be acconpanied by a draft revised policy with new materi al
underlined and material to be del eted bracketed .

E. When appropriate, the action request should include a draft of the
docunent required to inplenent the reconmendation, e.g., draft
gui del i nes, instructions, neno or letter to appropriate party,
et c.


Available Links

Reference to Action Request Format


Attachnent to Executive Policy E2.205
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ACTI ON REQUEST FORNMAT

This format is a guide and should be adjusted as appropriate to the specific
action requested.

RECOMVENDATI ON

The specific action recommended, e.g., recomrended policy or procedural
change, personnel policy exception, program approval, organizational
change, and so on (except where specialized formats already are

prescri bed).

RECOMVENDED EFFECTI VE DATE

Pertinent tine considerations and reasons.

PURPCSE

The intent of the recomendation including rel evant assunptions.

SI GNI FI CANT FACTS

Listing of significant facts such as:

Background conditions clarifying the issue and explaining why it
ari ses.

Previous Board action and/or relevant admnistrative policies,
regul ati ons, and procedures.

Constraints.

Financial inplications such as cost, funding source, facility
needs, etc.

Rel evant program dat a.

I ndi vi dual s or groups affected and consultation with them

ALTERNATI VES

Listing of alternative course(s) of action with major positive and
negati ve consequences of each.
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