[image: ]
ADMINISTRATIVE MEMO PROPOSAL FORM
Memo Status
Indicate whether the proposal is for the creation of a new memo or the revision of an existing memo.
☐ New memo
☐ Revision to existing memo
Memo Title
The Memo Title is the primary means of identifying, locating, and referring to a memo. It should be clear and concise and accurately reflect the memo content and the school board policy it is intended to enforce. It should also be sufficiently different from other administrative memos. Avoid using acronyms and the words “Red Clay,” “District,” “procedure,” “process,” and “guidelines” in the title.
Click here to enter text.
Responsible Executive
At least one executive (Superintendent’s Cabinet level) must agree to sponsor the memo. This should be the executive who oversees whichever office will be responsible for the memo, according to the district’s table of organization.
Select one.
Responsible Office
One office must be assigned ownership of the memo, with full responsibility for its development, implementation, and maintenance. This office should be selected by the Responsible Executive.

V1.1 	LAST MODIFIED: 10/4/2013	PAGE 1 OF 5
LAST MODIFIED: 10/4/2013	PAGE 
If Responsible Executive is Deputy Superintendent for Student Support Services
☐ Curriculum & Instruction
☐ Federal Programs
☐ Elementary School Operations
☐ Secondary School Operations
☐ School Turnaround
If Responsible Executive is Chief Financial Officer
☐ Finance
☐ Human Resources
☐ Payroll
If Responsible Executive is Asst. Superintendent for District Operations
☐ District Services
☐ Facilities/Maintenance
☐ Food Services
☐ Information Systems
☐ Transportation
If Responsible Executive is Asst. Superintendent for Special Services
☐ ELL
☐ Public Information
☐ Research, Evaluation & Professional Learning
☐ Special Ed Compliance
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[bookmark: _GoBack]estimated Effective Date
Administrative memos require formal review and approval by the Superintendent’s Council, a process which generally takes 2 meetings to complete (one for the 1st reading/introduction of the memo, one for the 2nd reading/vote on the memo). Consult the Superintendent’s Council meeting schedule to determine an appropriate effective date.
Click here to enter text.
STATEMENT OF MEMO
State the requirement, provision, procedure, or process that this memo is placing on or extending to the district-wide community. Describe what is expected of the members of the district-wide community who are required to comply with this memo.
Click here to enter text.
REASON FOR THIS MEMO
Define the reason the memo exists. Describe the problem or conflict the memo will resolve and cite any legal, regulatory, or policy reasons for the memo.
Click here to enter text.
INDIVIDUALS & ENTITIES AFFECTED BY THIS MEMO
Identify individuals and/or units affected or governed by the memo. Generally, this may include departments, schools, students, faculty, and staff of the district.
Click here to enter text.
Stakeholders
List the district stakeholder communities most affected by this memo that you will consult in formulating this memo.
Click here to enter text.


NEEDS ASSESSMENT
Respond to each of the following questions relating to need.
	Question
	Response

	Is there a law, regulation, or policy that requires the district to issue this memo?
	

	Under which school board policy/ies is the district authorized to issue this memo?
	

	Does this memo address a potential, substantial financial risk for the district?
	

	Does this memo address a potential safety risk for the district or its members?
	

	Cite relevant aspects of the district’s mission, values, or strategic plan that this memo will support.
	

	List any complementary/related administrative memos or district procedures that require the existence of this memo.
	


IMPACT ON THE District
Identify what resources will be needed to implement and maintain compliance with the memo.
	Resource
	Describe Need

	Employees
	

	Physical
	

	Operational
	

	Technical
	

	Fiscal
	

	Other
	




Communication & Training
Identify the expected training and/or communication above and beyond the Office of the Deputy Superintendent’s announcement in the Weekly DOSE and posting on the administrative memos website that will be needed in order to build awareness and enable the implementation of this memo.
Click here to enter text.
Implementation
Describe how and when the memo will be implemented upon its issuance. Will the changes to current practice take effect immediately, or will they be implemented at the start of the next school year? Will the memo’s provisions be implemented all at once, or will they be phased in over time?
Click here to enter text.
Relation to Other Administrative Procedures
Identify any existing department-, office-, or school-level procedures or memos that this memo will supersede, complement, or authorize.
Click here to enter text.
Related Documents
List any forms, manuals, written guidelines, or other documents that the memo will enforce or authorize. This should include any documents that will be listed as Attachments in the memo itself.
Click here to enter text.


THIS SECTION TO BE COMPLETED UPON 1ST READING/INTRODUCTION (PRIOR TO 2ND READING)
Summary of Feedback & revisions since 1st reading
Provide a brief summary of the feedback that was received following the 1st reading/introduction to the Superintendent’s Council. List any revisions that were made to the original memo draft, based on that feedback.
Click here to enter text.
THIS SECTION TO BE COMPLETED UPON 2ND READING/APPROVAL (PRIOR TO ISSUANCE)
Summary of Approved Memo
Provide a 1–2 paragraph summary of the approved memo, highlighting its key provisions and their impact on current practice. This summary will be used by the Office of the Deputy Superintendent to announce the memo in the Weekly DOSE and on the administrative memo website. At a minimum, the summary must include the following:
(a) the memo series and title; 
(b) the memo’s effective date; 
(c) an indication of the action behind the memo (i.e., whether it is being issued as a new memo, or reissued as a revised memo);
(d) a statement of the groups/units to which the memo applies;
(e) a statement of the memo’s purpose;
(f) a reference to the school board policy that the memo is intended to enforce; and
(g) a complete description of the memo’s provisions, expressed in terms of their impact on current practice.
Follow the template provided below.
Series #### Series Title
Memo Title
Effective MM/DD/YYYY.
[Issued (new).] OR [Reissued, as revised with substantive changes.]
Statements addressing items d—g, above.
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