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MEMO

To:
MACROBUTTON NoMacro [Click here and type name]
From:


CC:
MACROBUTTON NoMacro [Click here and type name]
Date:


Re:
Consultation feedback
Provide a brief summary of what has been proposed and the rationale. This might be a condensed version of the consultation memo.

Example:

The X policy was submitted for review, along with deletion of policies Y and Z. The following are the significant changes proposed:

a) Incorporation of policies Y and Z to create a single policy on the topic.
b) ….
c) …..
The following regulations have been retained:

a) ….
b) ….
Feedback
X responses were received, from (advisors, instructors, VPs, deans). etc (don’t use the specific names of the individuals.)
Indicate the number that indicated full support for the changes.

Summarize the concerns/comments raised, especially if several people had similar concerns, or you can use direct quotes. For each concern, indicate your response to it and whether or not changes were made to the draft to address it. It can be presented in table form, if there are many issues, or point form. 

Example:

The consultation requested by the SGC policy subcommittee was completed April 27, 2015. Ten responses were received during consultation.  7 indicated full support for the revisions. Issues raised are as follows: 

	Question or issues
	Response/discussion
	Action/Decision

	1. Two instructors had concern with ABC.
	Agreed.
	The grace period has been removed from the final draft.

	2. One department disagreed with DEF. 
	No other area objected, and others wanted stricter rules.
	No changes were made to the policy.
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