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TRANSMITTAL FORM
 


Directions to Originator
Fill out the first paragraph and submit to the appropriate Vice President (VP), with copies of proposed revision, deletion, or addition.  Discuss it with the VP; after discussion the VP will approve or disapprove, comment, and submit the complete proposal to the Chairperson of Policies and Procedures Committee.

POLICY AND/OR PROCEDURE TITLE ______________________________________
CODE NUMBER _____________   ORIGINATOR _____________________________
ADDITION ___________     REVISION _____________     DELETION __________
VPS APPROVAL ______________		VPS DISAPPROVAL ____________
COMMENTS___________________________________________________________
______________________________________________________________________
DATE __________     VICE PRESIDENTS SIGNATURE_______________________

                     
Directions to the Chairperson - Policies and Procedures Committee
After the committee has acted upon the policies and/or procedures, submit the complete proposal and transmittal sheet to the appropriate VP, with any comments noting any changes to the policy proposed by the originator.

ACTION TAKEN BY POLICIES AND PROCEDURES COMMITTEE: _____________________________________________________________________________________________________________________________________________________________________________________________________________________
DATE______________     CHAIRPERSONS SIGNATURE_____________________


Directions to the Vice President
Review the action of the Policies and Procedures Committee and submit your comments on this transmittal sheet to the President together with the policies submitted to the committee by the originator and the action taken by the committee.
COMMENTS ______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
DATE __________     VICE PRESIDENT’S SIGNATURE _______________________
                     
Directions to the President
Review the recommendations of the Policies and Procedures Committee and the Vice President.  Take appropriate action by:
	Forwarding the proposals to the Board with recommendations,
	Disapproving the proposals,
	Taking no action,
	Returning form to P&P and VP with recommendations for change.
ACTION TAKEN BY PRESIDENT ______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
DATE ________________     PRESIDENTS SIGNATURE _____________________
                     

ACTION TAKEN BY BOARD OF TRUSTEES ______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
DATE__________________    TRUSTEES SIGNATURE ______________________
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