
Project Manager 
updates 

dashboard, adds 
CACC revised 
date column

Submit dashboard 
to staff

Staff posts revised 
dashboard to the 
CACC website

Members analyze 
CACC meeting 

materials

Project Manager 
describes need for 
dates to change at 

CACC meeting

Staff adds to COT 
agenda if original 
delivery date is 

affected

Project Manager 
addresses COT

Date of COT 
approval added to 
revised column, 
hide previous 

revised date column

DATE CHANGE PROCESS

Project Manager 
updates 

dashboard to 
reflect project 

progress

DURING INTERVENING MONTH

BEFORE MEETING

Submit dashboard 
to CACC staff 

before meeting

Staff posts to 
CACC website for 

member review

Members analyze 
CACC meeting 

materials

Project approved 
by COT

Define major 
milestones, 

detailed tasks, 
roles, delivery 

dates

Download agree-
ment form from 
COT website, 

obtains signatures

PROJECT START UP

Prior meeting 
minutes approved

Project Manager 
presents updates 

to CACC members

Members discuss 
report

A motion is made 
regarding report

Roll call votes & 
specific concerns 

recorded

Majority of votes 
determines color

DURING MONTHLY CACC MEETING

Staff records color 
& concerns in 

minutes

Staff distributes 
minutes to Chair 

for review

Staff posts 
minutes and 

notifies members 
for review

Staff updates 
project health 

metric for COT

AFTER MEETING

Download dash--
board template 

from COT website


