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	Memo
	

	To:
	Professor Clare Pollock, Vice-Chancellor

	From:
	[Policy Owner / Contact Person]

	CC:
	Joanne Quinn, Director and General Counsel, Strategic and Governance Services

	Date:
	Insert

	Re:
	Rescission of XXX Policy



Purpose
To seek your approval for the rescission of the XXX Policy
Background
1. Insert text
2. Insert text
3. Insert text
Recommendation
I recommend that you approve the rescission of the XXX Policy.

[Signature block – Policy Owner / Contact Person]

	
	Name
	Date
	Signature

	ENDORSED
	[Insert name]
Policy Owner (if the Policy Owner is not the author of this memo) 
[Insert title]
	
	

	ENDORSED
	Director, Strategic and Governance Services
	
	

	ENDORSED
	[Insert name]
Relevant Senior Executive eg. Vice-President (Corporate Services – if Senior Executive is not the Policy Owner)
[Insert title]
	
	
Delete this row if not applicable




	



Professor Clare Pollock
Vice-Chancellor

Date:
	



[     ]   Approved

[     ]   Not approved
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