FCC Deliverables Flow Chart and Timeline				11/1/16
Time frames are calendar days unless stated otherwise
	LINEAR STEPS
	Brief #1
	Manual
	Cost Estimation Tool
	Policy Review Tool
	Brief #2

	Author submits content outline on ICF Outline Tool to Michele Adams for ECQA & OCC review
	Done
	11/4/16
	11/7/16
	Done
	11/10/16

	ECQA & OCC approves outline.
Michele informs author and Danielle of OCC outline approval.
Author begins drafting content.
	
	
	
	Done
	

	Danielle facilitates call between Author and co-authors to facilitate cohesion of content, language, and terminology across products.
	10/31/16
	
	
	
	

	Author submits draft on ECQA template to Michele by
	
	12/15/16
	12/15/16
	12/15/16
	12/30/16

	Michele uploads document in Workspace and notifies Sheri ready for formatting on ECQA template; 
	
	
	
	
	

	Sheri uploads formatted document into Workspace and notifies Michele, Debi and Danielle by
	
	12/19/16
	12/20/16
	12/21/16
	1/9/17

	Debi retrieves the draft from Workspace and uploads the draft into One Drive 
	
	
	
	
	

	Danielle sends email with review directions and One Drive link to product reviewers by  
	
	12/19/16	Comment by Fischer, Sheri: I am concerned about this date. That gives only one day for formatting – since 12/19 is a Monday. Can we get the drafts from authors a few days earlier? 
	12/20/16
	12/21/16
	1/9/17

	Reviewers have 7 business days to review and edit.  Responses due by
	
	1/4/2017	Comment by Fischer, Sheri: I made all of these 10 business days, not including the holidays.
	1/5/16
	1/6/17
	1/19/17

	Danielle sends one mid-point reminder to reviewers
	
	
	
	
	

	Danielle shares comments and suggested edits with author(s) for 48 hr. review and response to comments and suggested edits.  Complete edits and notify Danielle by  

	10/31/16
	1/6/17
	1/9/17
	1/10/17
	1/23/17

	Danielle submits to Debi for reconciling the edits.
Debi completes within 48 hrs. by
	
	1/10/17
	1/11/17
	1/12/17
	1/25/17

	Debi uploads to Workspace and alerts Nancy, Darlene, and Michele that reconciliation is complete.
	
	
	
	
	

	Michele notifies Sheri that document is ready for copy editing by
	11/1/16
	1/10/17
	1/11/17
	1/12/17
	1/25/17

	Ashleigh completes copy editing within 10 business days and notifies Michele when document is ready in Workspace by
	11/11/16
	1/20/17
	1/25/17	Comment by Fischer, Sheri: It may be difficult to have these two documents done at the same time. I will be talking to Ashleigh tomorrow. 
	1/26/17
	2/8/17

	Michele accepts edits and addresses comments and sends document to Sheri/Nancy for routing to Leatha
	
	
	
	
	

	Sheri/Nancy shares with Leatha/OCC and OHS.  	Comment by Fischer, Sheri: FYI, I will probably be on vacation from 1/26-2/6. 
Leatha shares with FCC Workgroup members, OCC and OHS.
	11/14/16
	1/23/17
	1/27/17
	1/30/17
	2/6/17

	Leatha/OCC/OHS returns with edits to Nancy/Sheri/ and notifies Michele.
	
	
	
	
	

	Michele makes edits (within 24 hr.) uploads into Workspace and notifies Sheri document is ready for 508 compliance coding
	
	
	
	
	

	Sheri routes for 508 compliance coding
	
	2/8/17	Comment by Fischer, Sheri: Best case scenario, this gives one week for compliance work.
	2/8/17
	2/8/17
	2/22/17

	Michele drafts announcement for OCC release.  Nancy reviews and approves.
	
	
	
	
	

	Sheri routes announcement and final to OCC for posting
	11/30/16	Comment by Fischer, Sheri: Let’s leave this date as a goal, but it probably won’t happen that quickly.
	2/15/17
	2/15/17
	2/15/17
	3/1/16


Holidays/Significant Dates:
[bookmark: _GoBack]November 8, Tuesday, Election Day					January 2, 2017, Monday, New Year’s Day observed
November 11, Friday. Veteran’s Day (not an ICF holiday)			January 16, 2017, Monday, Martin Luther King’s birthday observed
November 14-16, ECTTAS All Hands Meeting				January 20, 2017, Friday, Inauguration Day (OCC offices in DC closed)
November 16-18, ECQA Center Staff Meeting				February 20, 2017, Monday, President’s Day (not an ICF holiday)
November 24 and 25, Thanksgiving					
December 26, Monday, Christmas					
