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	TO
	Approval Agency
Position

	FROM
	Name (usually Policy Document Sponsor)
Position


	DATE
	Date in full


	SUBJECT
	Minor Amendment to (name and type of policy document)


Note: For help or advice when completing this document contact policy-help@vuw.ac.nz.

Start with a statement asking for approval for any minor amendment(s) to a policy document and attach a copy of the original document that needs to be amended. Clearly state that the proposed amendment(s) to the policy document is (are) minor.
If only one section of a policy document has been revised and requires amendment, outline the reason(s) for revising the document and write in full the section of the policy document which needs to be amended, for example:

4.3.3. Title of Section
Wording of the specific section to be amended, followed by

4.3.3. Title of Section
The proposed new document wording
If there are a number of minor amendments required, it may be useful to use the table format below to indicate which part of the current document has been revised and requires amendment (the section number), the specific wording changes proposed, and what has driven the need for revision.
	Number
	Original Document
	Proposed Revision
	Reason for Revision

	e.g. 4.2
	
	
	

	
	Insert rows as necessary
	
	


In either case, outline details of the consultation process to support the need for amendment of the document.

Finish with a brief request to the approver that the amendment(s) be approved.
Approved:



Date:


Phone 	number


Fax 	number


Email	address





























