
Yes

PassedStaff Rep sends document to 
Content Management through 

Standards Works

No additional changes  
made, sponsor uploads the 

document for Council ballot.

Resolve  
disapprovals/ comments

Sponsor uploads  
Draft for Ballot

Technical changes?   
Additional Ballot to  
Committee Required

Resolve 
disapprovals/ 

comments

NEW: Sponsor drafts 
document pulling the 

appropriate  WORD template 
from the website

REVISION: Sponsor MUST  
use Word document from 

Content Management

Send to Content Management 
– publish with MINOR 

changes – Changes are 
provided in the email itself or 

as an email attachment

Update word file  – remove 
proposed draft, insert 

publication date, remove 
watermarking, create PDF, 

save word file.

PUBLISH
Format document in word 

and create pdf. Provide 
formatted pdf file to 
Standards Specialist.

Convert document from pdf to Word 
document and provide to the sponsor.  
This Word document MUST be used by 

the sponsor with track changes ON.

Start Ballot - 
Committee  

Level

Ballot Closes, 
auto notification 

from SW With MINOR 
CHANGES

Staff Rep 
uploads the 

pdf for Council 
Ballot (28 Day)

Send email 
to Content 

Management 
– publish as is 

(without changes)

Back to 
appropriate 

committee for 
review and 
balloting.

Stop or  
resubmit project 

request

Are there  
Committee comments/ 

disapprovals?

Approve new  
project request?   

Rationale must be included 
on form to approve

Auto notification from SW

Auto notification from SW
to start ballot

REVISION: Yes,  
auto notification from SW

NEW: Yes, auto notification from SW

Yes

Yes

NO Comments/ 
Disapprovals

Submit “New Project 
Request” form via 
StandardsWorks.     

GV ONLY:  
Copyright completed.

No, auto notification  
from SW

Ballot Process
St

an
da

rd
s 

Sp
ec

ia
lis

t
Co

nt
en

t 
M

an
ag

em
en

t
Co

m
m

itt
ee

/S
po

ns
or


