
Max emails out current AR list &  
AR Input form 049. Staff must follow the  

procedures set out in AR 100. Staff has a 14 day deadline to return AR Input 
form (DOC 049) to Max 

Max forwards staff AR Input form (DOC 049) to the  
appropriate Subject Matter Expert (SME) 

Each SME must contact staff who submitted an 
AR Input form (DOC 049)  

SME’s have a 14 day deadline to email Max with 
recommendation or rejection of staff input. Also 

alert Max if no changes are recommended. 

Max combines SME’s input into a draft of the  
recommended AR.  

Max emails all of the draft recommended AR’s to 
the Executive AR Policy Panel for their review 
before the next Exec AR Policy Panel meeting. 

Executive AR Policy Panel meeting is held. 
Per consensus Max compiles the panel input. 

 
Max prepares the final draft of the AR recommended during 

the Executive AR Policy Panel meeting. 

Max gives the final draft of the AR to Director Cox and meets with him to obtain his 
signature. Once signed by the Director this becomes a temporary AR.  

The Board of Prison Commissioners (BOP) meetings are held quarterly. Temporary AR’s put 
forth to the BOP Commissioners shall be approved as a Permanent Regulation or retained as a 
Temporary AR with recommendations for amendment at the next meeting. If approved by the 

BOP, the AR will become effective on that date. 

Max emails acknowledgement of receipt to each staff member. 
(Staff input on AR not currently under review will not be consid-
ered or acknowledged. No anonymous input will be considered or  

acknowledged.) 

• Max will complete a SCR form to the MIS Help Desk to have the temporary AR posted on the NDOC website.  
• Subsequently Max will send a department-wide email notifying staff that a new or revised temporary AR has been posted 

on the NDOC website.  
• Max will receive confirmation from Law Librarians that they have updated the AR Manuals in the Law Libraries.  
• When the Executive AR Policy Panel determines that no changes are required, Max will complete an SCR form and 

email it to the MIS Help Desk to have the “last review date” updated on the website.  
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