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Send Initial E-mail 
w/document to 

approve and link to 
process map to 

sponsor/functional 
manager

Review 
Document and 

notify PL by 
specified due 

date of approval/
changes

No need to 
enter 

acceleration
process 

Enter over 
due 

document 
info into 
tracking 

management 
system

Send the 1st

Follow-up E-mail 
to sponsor/
functional 
manager 

reminding them of 
upcoming 

deadline (cc the 
PMO Manager)

Review 
Document and 

notify PL by 
specified due 

date of approval/
changes

Document 
approval/

feedback not 
received by 

deadline

Send the 2nd Follow-up 
E-mail to sponsor/
functional manager 

noting that the deadline 
was missed; attach 

document to approve 
and link to process map 
(cc the PMO Manager 

and Director)

Review 
Document and 

notify PL by 
specified due 

date of approval/
changes

Exit 
Acceleration 
Process & 
Close out 
Tracking 

Ticket

Document 
approval/

feedback not 
received by 

deadline

Update tracking 
management 

system

Forward e-mail 
trail to PMO 

Director; attach 
document and link 
to process map; 

Flag High Priority 
(cc PMO Manager)

Send the 3rd Follow-Up E-
mail to sponsor/functional 
manager noting deadline 

was missed and 
communicating if feedback 

not received w/in 5 business 
days, e-mail trail will be 

forwarded to appropriate 
president. (cc appropriate 
VP, PMO Manager, PL)

Review 
Document and 

notify PL by 
specified due 

date of approval/
changes

Forward e-
mail chain 

to 
appropriate 
president

Yes

No Response

No Response

Yes

No Response

No Response

Document 
approved by PMO 

Leadership

Yes

Yes


