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CHARTER TOWNSHIP OF NORTHVILLE 
Subject: Policy Review Process Policy: 1.1.003 Pages: 1 

Standards: General Effective Date: 05/19/2021 Revised Date: 09/22/2025 

 
I. PURPOSE: 

To define the process and procedures of implementing, reviewing, and revising a Township 

policy. 

 

II. POLICY STATEMENT: 

The Policy Review Process will define the steps necessary to bring a policy from draft form 

to final document, to be published to PowerDMS and distributed to intended staff, as well 

as the process to review and revise existing policies. 

 

III. SCOPE: 

All Northville Township Directors, Township Manager, and Executive Administrator. 

 

IV. PROCEDURES: 

1. Creating a new policy 

 

a. Each director is responsible for authoring those policies that directly relate to 

their department’s operations, processes, and procedures. 

 

b. Policies should be created using the template found on PowerDMS: 1.1.003A 

Policy Template (powerdms.com).  Click on the three dots on the upper right-

hand side of the template to download as a Word document. 

 

c. Once the draft version is ready for review, the Director shall submit the .docx 

file to the Executive Administrator.  The Executive Administrator will post the 

draft version in PowerDMS, assign a policy number, if needed, and initiate the 

Township Director & Township Manager Workflow. 

 

d. The Workflow will allow each Township Director the ability to comment on the 

draft policy for up to seven calendar days.  Each Director should vote on the 

policy using either a thumbs up (no changes recommended) or a thumbs 

down (changes recommended). Changes recommended include content, 

spelling, and grammar.  The changes recommended should be typed out in 

the “Discuss” tab on the top right of the review status area. 

 

e. The policy author will make any necessary revisions to the draft policy through 

the Workflow.  Once revisions are made, the author will advance the workflow. 

 

f. The Township Manager will give final approval of the policy through the 

Workflow and advance the workflow to the next step. 
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g. The Executive Administrator will give final formatting to the policy through the 

Workflow and publish the draft.  Once published, the Executive Administrator 

will distribute the policy to the intended staff for signature and assign an 

annual workflow review to the published policy.  

 

2. Revising an existing policy 

 

a. The Township Director requesting policy revision must contact the Executive 

Administrator. 

 

b. The Executive Administrator will create a new workflow with the published 

policy assigning the Township Director (author) as step 1. 

 

i. The policy author will make any revisions necessary to the policy through 

the Workflow, then approve for continuation.  The Executive 

Administrator will accept the changes through the workflow, then 

create a new workflow for Township Directors as stated in Section 

IV(1)(c) above. 

 

3. Reviewing an existing policy 

 

a. All policies will be set for an annual review by the Township Directors and 

Township Manager. PowerDMS will keep a history of these reviews in its 

database. 

 

V. FORMS: 

1.1.003A Policy Template (powerdms.com) 

 

VI. RESPONSIBILITIES: 

1. Each department director will be responsible for all policies and procedures that 

directly relate to their department’s operations, processes, and procedures. 

2. Each Director will review each policy through the workflow within the seven-day 

review period. 

3. Policy authors should not approve a policy through the workflow until at least the 

seven-day review period has closed, or each Director has made their review.  
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