Committee Acronym -- Title of Policy
Rationale:  [state reason for creation, modification]
For second readings:  Please include a table with columns (1) listing comment/suggestion received and (2) committee’s response/action taken to address.
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Note:

Please use the Times New Roman font.
Please don’t use Word’s outlining feature -- instead, please use tabs to create outline.
For both new and revised documents, please provide a brief rationale.

When modifying an existing document, note that the Senate must be provided with a marked-up document which clearly indicates the changes proposed.

If you are modifying an existing document, please don’t use the underline and strikeout features under the Font format menu -- instead, please use Word’s Review / Track Changes feature.  If you’re not familiar with this feature, ask Marcia.
Resolutions follow this format:
Committee Acronym -- Title of Resolution

WHEREAS, There are…; and

WHEREAS, Some of the…; now, therefore, be it

RESOLVED, That….; and be it further

RESOLVED, That….

May conclude with a Rationale statement.

AS mm/dd/yyyy
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