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Start





New Project Proposed.  Committee approves New Project.





New Project form and copyright received from sponsor (NEW and REVISED).








Revision:  Request word conversion via e-mail to GVSTDS for use by sponsor committee during revision process. 		


New:  Provide J-templates to Sponsor and enter Scope into TIMS.





A





A





Revision:  Provide word conversion to standards rep. (10 days from date of request).  Update Production Screen (TIMS)


Conversion received and complete dates





Sponsor provides draft J-report to SAE Staff. 





Prepare circulation for ballot-(technical level).  Conduct ballot.  








1st Level


Ballot


28 days








Send e-mail to GVSTD (Subject:  PDF or 2nd level)  attaching approved document.    Note changes in e-mail and/or document.  Request PDF.


Update production screen in TIMS


Production Notes as necessary


Check TIMS committee detail screen for accuracy





Tag changes and convert to word.


Update production screen in TIMS


Date assigned


# of pages 


Date returned to Stds Rep


Format received


Production Notes


Provide formatted word and pdf files to standards rep.  Include observations in e-mail.  75 days
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2nd Level


Ballot


28 days








B





Send e-mail to GVSTDS with revised word file (editorial changes).


Update production notes in TIMS.





Accept changes (word)


Add Change bars


Convert to pdf file


Send pdf  to Stds Rep for sponsor sign off 


Update production screen in TIMS


Date returned to Stds Rep


# of pages (if changed)


Production Notes





Send pdf file to sponsor for sign off.





Sponsor okays publication (add’l changes may be necessary)





C





C





Send e-mail to GVSTDS  - OK to publish as is (or w/changes)


Update production notes in TIMS


Verify Scope and add rationale in TIMS.





Finalize word document


Complete in TIMS 


Update production screen in TIMS


Pdf Complete in W date


Put pdf in w:download (delete old document) and put on IHS ftp site.


Add to Hot Off the Press.





Send e-mail to Stds Rep – Document published.





Stop





Committee/Sponsor





Standards Rep





Document Specialist





Send pdf  file to sponsor for review prior to 2nd level ballot.





If any revisions, send email to GVSTDS with sponsor approved document.  Note any changes in e-mail and/or document.





Make changes as needed. Send reformatted document to Stds Rep. 





Prepare circulation for ballot-(process level).  Conduct ballot.  


NOTE:  Technical level roster is posted at time of 2nd level ballot (MVC only).








