Project Manager Assignment Checklist

	Review and Comment Letter Ballot 

Once the Review and Comment LB closes, Project Manager are responsible for the following:
   
	

	
	1.  Responding to comments online. This is optional but could prevent a future negative.  The Project Manager should consider informing comment submitters of responses online as the system does not issue automatic notices for response posting.

 
	

	
	2.  Revising the proposal as needed
	

	
	3.  Considering saving the previous version under the third attachment field. With each page marked for information only. 
	

	
	4.  Submitting the proposal for Main Committee letter ballot to the CONAGT Secretary


	

	Main Committee Letter Ballot  

Action Items out for Main Committee letter ballot must have the following to pass: 

1. Unanimous approval.

2. No editorial or technical changes can be made during or after letter ballot closure.

In the event that an action item fails Main Committee letter ballot, the project manager has two options:
1. resubmit the item for Main Committee letter ballot.  This option is considered when there are major changes to the proposal. 

2. Submit the item for reaffirmation letter ballot.

Before the above two are considered, Project Managers should complete the following: 


	

	
	1.  Post responses to comments and negatives online. Treat Board Comments as a negative.  If the action item passed unanimously, skip items 2 through 4

  
	

	
	2.  Notify negative voters of the responses posted online and request they withdraw their negative(s). 


	

	
	3.  Revise the action item to address negatives and comments as needed. Revisions made after letter ballot closure should have a date next to the change or note with a “revised to address _______’s negative”. 
	

	
	4.  Notify the CONAGT Secretary once the item is ready to proceed  
	

	Main Committee Reaffirmation Letter Ballot 

Items that go for Main Committee reaffirmation did not pass MC Letter ballot and either had a: 

1. Remaining negative vote from MC Letter Ballot.  

2. Non-substantive or non-technical changes made after Main Committee letter ballot. 

In order for the item to proceed for BNCS Procedural review, the proposal must:

1. Have 2/3 approval of the Main Committee. 

2. No revisions made after BNCS Procedural review 
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