


Non-Policy Institutional Document Approval Sheet

	Document number
	

	Document title
	

	Revision number
	

	Publication date
	

	Effective date
	

	RPM/Pub3000 or other reference #
	

	Author
	

	Function/Group or Dept. Name
	

	Change type:
	Choose an item.
	Significance Rating 
	Choose an item.


Approvals
[Required levels of approval determined by (a) classifications:  editorial, minor, major, or major/30 days, and for major changes by (b) Signficance Ratings, and possibly by (c) Contract 31 or Lab requirements.  Items (a) and (b) are defined below.  See Procedure 10.06.001.101, Developing, Reviewing, and Approving Non-Policy Institutional Documents.  Obtaining approvals is the responsibility of the author.  Author is responsible for providing reviewers with copies of revised policy, and if applicable, copies of risk/impact analysis and implementation plan.]

Approvals:  The following approve content (wording)
	
	
	Typed Name
	Approval Signature
	Date

	a
	Author
	
	
	

	b
	Policy Area Manager
	
	
	

	c
	Line Manager
	
	
	

	d
	Sr. Line Manager
	
	
	

	e
	COO or Designee 
	
	
	

	f
	Lab Director (or designee) 
	
	
	

	g
	UCOP (title)
	
	
	

	h
	BSO (title)
	
	
	



Data approval: Division’s designee approval for completeness and accuracy of document metadata
	
	
	Name
	Signature
	Date

	j
	Document Coordinator
	
	
	



Author: Scan completed form into pdf.  Name file with doc number including revision number (xx.yy.zzz.aaa-bb Policy Approval.pdf).  Give original hardcopy and softcopy to Doc Coordinator. 


NOTES FOR COMPLETING NON-POLICY INSTITUTIONAL DOCUMENTS APPROVAL FORM:
Change Types and Approvals: (Refer to document LBNL Document Management Process, 10.06.001.001, for latest version of this chart.)
	Type of Change
	Definition
	Approval authority

	Major Change
	Includes the addition of a new institutional document, the retirement of an obsolete document, or revision to an existing document that significantly changes its meaning, requirements, responsibilities or method of implementation, or is an extensive rewrite of an existing document.  May have high impact on other institutional documents.
	- Sr. Line Manager or designee.
- COO and/or Lab Director depending on Significance Rating.
- UCOP and/or BSO depending on Contract 31 requirement.

	Minor Change
	A change that makes no substantial alteration in requirements or responsibilities, in the judgment of the Sr. Line Manager and/or Policy Area Manager.
	Responsible Policy Area manager

	Editorial change
	- Typos, format, grammar, 
- updating hyperlinks, doc number changes
- Editing text to clarify or be consistent with existing requirements within the doc and/or with other institutional docs
	Inform Responsible Policy Area Manager, or Line Manager, or SME.



[See 04.04.001.206 Significance Rating Determination Form for more details.]
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)TABLE 1: Approvals:
	Significance Rating
	Approval

	A
	Lab Director (or designee)

	B
	COO (or designee)

	C, D
	Sr. Line Manager(s)

	E
	Sr. Line Manager (or designee)








Procedure for obtaining approvals:

	Step
	Role
	Action

	1
	Author/RM PM
	Identify via Significance Rating and Change type who needs to approve.

	2
	Author
	Provides to the reviewers copies of the revision to be approved, and if applicable, any analysis and implementation information.

	3
	Reviewers
	Review revision to be approved.

	4
	Author
	Obtains approvals.
Converts signed form to pdf; saves under file name (xx.yy.zzz.aaa-bb Policy Approval.pdf)
Submits completed form to Document Coordinator

	5
	Document Coordinator
	If…	
	Then…

	
	
	Change is minor or editorial
	Proceeds with Step 7

	6
	Document Coordinator
	Informs RM Committee

	7
	Document Coordinator
	Updates RM database
Puts word doc and pdf file into repository
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