MILWAUKEE COUNTY PROCESS FOR ADMINISTRATIVE MANUAL OF OPERATING PROCEDURES

Go to
http://county.milwaukee.gov/AMOP and
review 01.01 Modifying the
Administrative Manual of Operating
Procedures

Need is identified for
development of new procedure or
modification to existing procedure

1. Begin the draft development process by
creating a flowchart of the process

2. Develop new draft procedure using the
template on 1.01 Appendix A -
Administrative Procedure Template

1. Complete fillable Form 1.01(a) Request for
AMOP

2. Develop presentation for the LMS using
01.01 Appendix B - Training PowerPoint
Template

Procedure remains

active; date set for . .
The Committee will recommend the

next review .
Submit all completed documents to procedure for adoption pending public
amop@milwaukeecountywi.gov for review by comments or request content change and
YES the AMOP Committee at least 4 weeks prior to resubmission

the scheduled AMOP Committee meeting

!

If approved, the AMOP Administrator will
post the pending procedure to eNotify for
a 2 week public comment period

!

NO Does procedure
require changes?

Procedure returned to
owner for modification

Annual review of AMOP occurs as YES
identified in the "Next Review Date" of the Are there substantial
AMOP Header. Responsible department o public comments?
must complete Form 01.01(b) AMOP Procedure |s‘f|naI|zed .and moved
from pending to active status NO

Review Checklist
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