
Policy Proposal
1. Purpose of This Proposal

This Policy Proposal sets out a structured recommendation for the introduction, revision, or replacement

of an internal policy within ___________________________________. Its purpose is to clearly describe the

proposed policy, explain the business or operational need it addresses, and provide decision-makers with

sufficient information to evaluate, approve, modify, or reject the proposal.

 

This document is intended for internal review and discussion only and does not, by itself, establish a

binding policy or create enforceable rights or obligations.

2. Proposed Policy Overview

Proposed Policy Title:

Policy Category: 

Policy Owner (Proposed):

Proposed Effective Date: 

 

The proposed policy is intended to apply to ___________________________________________________________,

subject to final approval and formal issuance.

3. Background and Rationale

This section explains the context for the proposed policy. It should describe the issue, risk, operational

gap, regulatory consideration, or organizational objective that the policy is intended to address.

 

Relevant considerations may include changes in business operations, internal incidents, audit findings,

growth of the organization, or the need to clarify expectations and responsibilities. The proposal should

clearly demonstrate why the policy is necessary or beneficial at this time.
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4. Objectives of the Proposed Policy

The proposed policy is intended to achieve the following objectives:

Establish clear standards, expectations, or procedures related to ____________________________.

Promote consistency, fairness, and accountability across the organization.

Reduce operational, legal, or compliance risk.

Support efficient and effective decision-making.

 

These objectives are indicative and may be refined during the review and approval process.

5. Summary of Key Policy Provisions

This section provides a high-level summary of the core elements of the proposed policy. It does not

replace the full policy text, which would be issued separately upon approval.

 

Where helpful, this summary may include descriptions of responsibilities, processes, limitations, or

prohibitions that the policy would introduce, written in clear and practical terms.

6. Roles and Responsibilities (Proposed)

The proposed policy would assign responsibilities as follows:

Role / Function Proposed Responsibility

  

  

 

These responsibilities are subject to confirmation and may be adjusted prior to final policy adoption.
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7. Impact Assessment

Operational Impact - Describe how the proposed policy may affect day-to-day operations, workflows,

reporting lines, or resource allocation.

Employee or Stakeholder Impact - Explain any anticipated effects on employees, contractors, or other

internal stakeholders, including training or communication requirements.

Risk Considerations - Identify risks the policy is intended to mitigate, as well as any potential risks

associated with implementation.

8. Implementation Considerations

If approved, implementation of the proposed policy may require actions such as internal communication,

training, system updates, or the designation of oversight responsibilities. This proposal does not

constitute an implementation plan but outlines foreseeable considerations for rollout.

9. Review, Approval, and Next Steps

This Policy Proposal is submitted for internal review. Decision-makers may approve the proposal as

presented, request revisions, or decline adoption.

 

If approved, the policy will be formally drafted or finalized, issued under appropriate authority, and

communicated through official internal channels. The final policy document will govern interpretation,

application, and enforcement.

10. Non-Binding Nature

This Policy Proposal is non-binding and informational in nature. It does not amend existing policies, create

contractual obligations, or establish enforceable rights. No reliance should be placed on this proposal as a

substitute for an approved and formally issued policy.

11. Proposal Submission and Acknowledgment

Submitted by

Name: 

 Title / Department:

 Date: 
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Acknowledgment

By signing below, the reviewer acknowledges receipt and review of this Policy Proposal. Signature does

not, by itself, constitute approval or adoption of the proposed policy unless expressly stated in a separate

approval record.

Reviewer

Name 

Date

Signature
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