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1. Discover Business need or management directs change
2. Research phase
a. Review issue with SME(s)
b. Review existing law and policy 
c. Memorialize research in that revision’s folder.
3. Draft new or revised document(s).
4. Tracked revision sent to management team, leadership team & SME(s) for review and comment.
5. Revise and finalize. Repeat steps 4 and 5 until no more revisions are required. 
6. Obtain management final approval if required.  Otherwise skip to step 7.
a. Revise as required
b. If needed, repeat steps 4, 5 and 6.
c. When final approval is received either:
i. Post to PD Policy Review webpage for PCO/PCA review or
ii. Start publication (step 7)
7. Publication
a. An email is sent to PD All Staff to announce the publication on the web page. 
b. Publish as an OPPL Update on the PD Intranet.




