	                                                    2006 - 2007 Production Timeline - Final


	Nov 6
        
	· Production Director prepares first draft Production Timeline and distributes to Executive Management Team (EMT), Policy Committee (PC) co-chairs, Prepress Coordinator (PPC), and Designer’s Ink (DI).

	Nov 8

	· EMT, PC Co-chairs, PPC, and DI send initial comments on Timeline to Production Director.

	Nov 9
	· Production Director incorporates comments and distributes 2nd draft Production Timeline to Governing Board (GB) chair, Editor, PC co-chairs, PPC, and DI.  

	Nov 16   GB Call


	· Production Director and PPC send reminder to GB listserv and CM Web Site (respectively) to submit Appendix C, Chapter 1, DAA Chart changes, and Technical Edits (Appendix C et seq) to the Editor. 
· Production Director provides production update report to GB.

	Nov 17
	· PC sends approved policies from Nov GB call to Editor.

	Nov 28


	· GB chair, PC Co-chairs, Editor, PPC, and DI send final comments to Production Timeline to Production Director.

	Nov 29
	· Production Director incorporates comments, sends final Production Timeline to GB Listserv, Editor, PC co-chairs, PPC, and DI.

	Nov 30
	· PPC posts final Production Timeline to CM Web Site.
· PPC incorporates approved policies into Dec ICM.
· GB sends Nov Appendix C et seq entries to Editor.
· Editor forwards Nov Tech Edits to PC.

	Dec 15

	· PC reviews and returns Nov Tech Edits to Editor. 
· Production Director and PPC send reminder to GB listserv and CM Web Site (respectively) to submit Appendix C et seq to the Editor. 

	Dec 21   GB Call
	· Production Director provides production update report to GB.

	Dec 22
	· PC sends approved policies from Dec GB call to PPC.

· Editor sends Nov Appendix C et seq to PPC.

	Jan 5
	· PPC incorporates Dec approved policies and Nov Appendix C et seq into Jan ICM.
· GB sends Dec Appendix C et seq entries to Editor.
· Editor sends Dec Tech Edits to PC.

	Jan 15
	· Production Director and PPC send reminder to GB listserv and CM Web Site (respectively) to submit Appendix C et seq to Editor.

	Jan 17
	· PC reviews and sends Dec Tech Edits to Editor.

	Jan 18  GB Call
	· Production Director provides production update report to GB.

	Jan 19
	· PC sends approved policies from Jan GB call to PPC.
· Editor sends Dec Appendix C et seq to PPC.

	Jan 31
	· PPC incorporates Jan approved policies and Dec Appendix C et seq into Feb ICM. 

	Feb 2
	· GB sends Jan Appendix C et seq to Editor.

· Editor sends Jan Tech Edits to PC.

	Feb 15   GB Call
	· Production Director provides production update report to GB. 
· GB Chair calls for volunteer(s) for annual review of Appendix C entries.
· Production Director and PPC send reminder to GB listserv and CM Web Site (respectively) to submit Appendix C et seq to Editor.
· PC reviews and returns Jan Tech Edits to Editor.

	Feb 16
	· PC sends approved policies from Feb GB call to PPC.
· Editor sends Jan Appendix C et seq to PPC.

	Feb 28
	· PPC incorporates Feb approved policies and Jan Appendix C et seq into Mar ICM. 

	Mar 1


	· Communications Director contacts applicable NCHELP committee co-chairs and MYF to inquire if any revisions or additions to Appendix F. 
· GB sends Appendix C et seq to Editor.
· Editor sends Feb Tech Edits to PC.

	Mar 15   GB Call


	· Production Director provides production update report to GB, including reminders for all documents due.
· Production Director and PPC send last call to GB listserv and CM Web Site (respectively) to submit Appendix C et seq to Editor for this year’s annual update.
· PC reviews and returns Feb tech edits to Editor.

	Mar 16
	· PC sends approved policies from Mar GB call to PPC.
· Editor sends Feb Appendix C et seq documents to PPC.

· PC submits final batch of draft policy proposals and Appendix H revisions, including updates to Figure H-1 to Editor.
· NCHELP and MYF send changes to Appendix F to Communications Director.

	Mar 28
	· PPC incorporates Mar approved policies and Feb Appendix C et seq into Apr ICM.
· Communication director reviews appendix F and forwards to Editor. 

	Apr 2
	· DI sends final database proof with sign-off sheet to individual guarantors. 

· DI sends final count paper/CD survey to all guarantors.

· Editor returns edited final batch policy proposals and Appendix H revisions, including updates to Figure H-1 to PC.

· Editor sends final Appendix F to PPC.

	Apr 6
	· GB sends Mar Appendix C et seq to Editor.
· Editor forwards Mar Tech Edits to PC.
· Production Director begins reviewing CD documents (i.e., DCLs, common forms, etc) to identify obsolete documents for removal and revised and new documents for inclusion. Production Director compiles a document list and provides links to new or revised documents for the CD. 

	Apr 12
	· PC submits final batch(es) of policy proposals and Appendix H revisions to GB Chair for distribution to GB and PPC (so PPC can begin making changes to expedite final review process).
· Editor begins review of Appendix D and I and subsections 2.3.B and 2.3.C for potential updates.

· Editor inquires with NCHELP Regulations Committee regarding whether Figure A-3 needs updating.
· Communications Director drafts cover letter for the annual update and distributes to GB Chair and Editor for review.

	Apr 18
	· PC reviews and returns Mar Tech edits to Editor.

	Apr 19 GB Call
	· Production Director provides production update report to GB, including reminders for final count survey and final database proof and sign-off sheet, last minute additions to Appendix C et seq, and any other reminders that require mention.

· GB approves final batch of policy proposals and Appendix H revisions.

	Apr 20
	· Production Director and PPC send reminders to GB listserv  and CM Web Site of final deadline for submitting Appendix C entries resulting from April 19 GB meeting to Editor.
· PC updates PPC on any changes made by the GB to final policy proposal batch(es) and Appendix H revisions.
· Editor reviews and sends Mar Appendix C et seq documents to PPC.
· GB chair and Editor return edited draft cover letter for the annual update to Communications Director.

	Apr 26
	· GB sends Appendix C entries relating to April approved policies to Editor.
· Editor reviews and sends final April Appendix C entries to PPC.
· Prepress Coordinator incorporates April approved policies, Mar Appendix C et seq entries, and final April Appendix C entries into ICM.
· Communications Director forward final cover letter to PPC.

	Apr 30
	· Production Director forwards list of documents and compilation of links to documents for CD to PPC.

	May 1
	· Production Director secures approximate CD pricing from DI. Final pricing depends upon actual purchase orders. 
· PPC posts proof of annual update to CM Web Site (or staging site as appropriate) and sends e-mail to Editor with link. 
· Editor picks up proof for review and sends e-mail with link to PC and Governing Board.

	May 3
	· PPC determines tentative page count (including cover letter and Summary of Changes chart) and sends to DI.

	May 11
	· GB and PC send list of corrections to Editor.

	May 16
	· Editor produces paper copy of update and marks and flags corrections then sends final proof to PPC by overnight mail.

	May 17 GB Call
	· Production Director provides production update report, any reminders, and requests Beta Testers to GB. 
· No Appendix C et seq information requested or accepted.

	May 21
	· PPC determines final page count and sends to DI.

	May 22
	· Production Director negotiates final price for paper and CD versions and approves purchase order with DI.

	May 25
	· Production Director and PPC send pricing information to GB Listserv and CM Web Site (respectively). 

· DI faxes purchase orders to individual guarantors. 

· PPC posts Camera Ready Copy (CRC) of annual update to web site (or staging site as appropriate).
· DI picks up CRC and begins production of blue line.
· Guarantors return order forms to Designer’s Ink.

	Jun 6
	· PPC sends Beta CD files to Production Director for distribution to Beta Testers. 

· PPC updates installation instructions, space requirements, and other details on CD materials and sends to Editor for review.

	Jun 7
	· Editor reviews CD materials and forwards updated copy to TG for typesetting. 

· Production Director sends Beta CDs to testing team.

	Jun 8
	· TG updates typesetting and returns CD materials to Editor. 

· Editor reviews CD materials and sends final copy to DI.

	Jun 12
	· DI provides blue line of paper version to Editor for review and sign off, and Editor reviews and signs off.

· DI  begins printing 2007 update.

	Jun 14
	· Beta Testers send results to Production Director.

	June 15
	· Production Director compiles and sends Beta Test results to PPC.

	Jun 18
	· PPC finalizes CD master copy and sends to DI.
· DI sends blue line of CD print materials to Editor and Editor reviews and signs off.

	Jun 21 GB Call
	· DI begins production of CDs.

· Production Director provides production update report to GB.
· DI completes CM printing process and begins fulfillment of paper copies of CM.
· No Appendix C et seq information requested or accepted.

	Jun 25
	· Communications Director prepares press release announcing annual update and distributes to EMT and Editor for comment.

	Jun 29
	· DI completes delivery of paper copies.
· EMT and Editor send comments on press release to Communications Director.

	Jul 3
	· Communications Director incorporates comments and sends press release to PPC for posting on Common Manual Web Site, to Public and Governing Board Listservs, and to industry associations.

	Jul 13
	· OSFA files paperwork and/or fee to continue copyright on CM.
· DI completes shipping of CDs.
· Congratulations! We have successfully published another year’s annual update to the Common Manual.  Let’s all head for the lake.

	July 19 GB Call
	The merry go round starts all over again.
· Production Director provides production update report to GB.
· Production Director and PPC send reminder to GB listserv and CM Web Site (respectively) to submit Appendix C et seq to Editor.

	July 20
	· PC sends approved policies from Jul GB call to PPC.

	July 31
	· PPC incorporates approved policies into Aug ICM.


* June is a critical period for the publication of the Common Manual, and there are key CM positions that play a major role in accomplishing this goal.  Therefore, to avoid any unforeseen issues that may arise while the person responsible for completing the task is out of the office, it is necessary to identify a backup person.  The Chair Elect will assist in any way possible, if for some reason someone is unable to perform one or more of his/her duties.  However, if there is someone in your office that will complete a duty in your absence, please share this information in advance with the GB Chair and GB Chair’s assistant.               
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