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Review 
Subcommittee Page 

at least yearly

Visit Diet-PAC 
website

Does content 
need to be 

revised, 
archived, or 

added?

Are answers to the following Questions a “Yes”?

1. Does the request include attachments, if applicable?
2. Are attachments 508 compliant?
3. Does the request include a specified location
4. Is the request approved by a designated approving authority or an approved 
subcommittee Requestor?
5. Is the request within scope of authority?

Prepare a request to 
Website 

Subcommitee

Finalize Request and 
email to Website 

Subcommittee Chair

Yes

Add Request to 
Internal Tracker

Call for Website 
Subcommittee 

Member to process 
Request

Am I available?

Review availability 
list and assign a 

Member

Yes

Update Internal 
Tracker and notify 
assigned Member

Review contents of 
Request 

Is the Request 
complete 

according to 
“Questions”

Yes

No

Process Request and 
submit to Publishers

Update Website 
Subcommittee’s 

page Public Tracker

Routinely follow-up 
to ensure Request is 

published

Has it been 
published?

Acceptable?

Yes

No

Notify supporting 
Website 

Subcommittee 
Member

Yes

Continue to 
communicate with 

Website 
Subcommittee 

Member

No

No

No further action 
needed

No

Notify Website 
Subcommittee Chair 

with details to 
update Internal 

Tracker

Update Internal 
Tracker

Do you have 
suggestions to 
revise, archive, 
or add content?

Review Website 
Subcommittee tab. 

Identify point of 
contact (POC) to 
submit request

Yes

Send request to POC
Starting/

Ending Point
DecisionStep

Key

Place information 
onto Internal 

Tracker and page 
Public Tracker

Update page Public 
Tracker

No

Yes

No


