Checklist for Policies
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	1.  Create a preliminary draft of the policy
	
	

	
	
	

	2.  Contact ARMMS – send a draft of the policy and wait for them to supply a document code number
	
	

	
	
	

	3.  Complete review process
	
	

	
	
	

	4. (For Executive Policies only), send a draft of the policy to ZZGroup, Executive Policy Review Group
	
	

	
	
	

	5.  Revise based on comments and finalize policy
	
	

	
	
	

	6. Send to approving authority for signature (usually the Executive, or department director)
	
	

	
	
	

	7. Transmit original policy to ARMMS
	
	

	
	
	

	ARMMS will publish policy to internet, file original at the King County Archives, and send a notice of policy adoption.  Policies are effective on the date specified in the text of the document.  
	
	


