GSTOP Symbol Sub-Team (Team) Business Practices
Communication

General internal Communication

The Team will communicate mostly through email.
The Team will conduct short periodic conference calls.  The Team leader will schedule and arrange conference calls as needed.
General communication between the Team and other GSTOP Sub-Teams

The Team leader will serve as a point of contact for the other GSTOP Sub-Teams
The Team leader will keep the Team apprised of any issues that arise from communications with other Sub-Teams 
Progress Reports:
Process and Schedule for internal Team updates

Team members will provide a progress update to the Team leader every 2 weeks and/or as assignments are completed.
The Team leader will compile the updates and submit to the Team a consolidated progress report to date.

The Team leader will provide the progress report to the Team no later than 3 business days after receiving all of the individual progress reports.
Progress Reports to other Sub-Teams
The Team leader will provide the other Sub-Teams a progress summary once a month.  The Progress summary report will detail the Team’s accomplishments to date as well as the status of current assignments.

The progress reports will be submitted to the Sub-Team leaders through an email list.
Progress Reports to the Program Manager
The Team leader will submit a summary progress report to the Program Manager every 2 weeks in conjunction with the internal Sub-Team progress summary.  The summary report will include the Team’s accomplishments to date as well as the status of current assignments.  The progress reports will be submitted by email.
Review Processes

Team review of potential standard symbols

The Team will conduct a completeness review of the potential symbols collected from all sources.  The completeness review will entail examining the potential symbols of each symbol type, as a whole, for missing symbols.  That is, the symbols will look at as a whole and any symbols that the Team feels should be included, but is not, will be identified.  Each type of symbol will be examined together (i.e. markers, lines, and fills).
Team review and ratification of draft standard symbols

Upon completion of the final peer review, the Team will make a final review and ratification of the draft standard symbols.  The review will serve as a final check and verification that the draft set of symbols is complete, that they meet the acceptance criteria adequately, that all necessary changes to symbols have been made, and that all symbols have been through the review process.  The outcome of this review is the draft standard symbol set that will be recommended for adoption.
Peer Review Process

The Team will assemble Peer Review Packages that will include non-editable graphics files of the draft standard symbols (marker, line, and fill) and a cover letter requesting assistance.  The package will include a cover letter that respectfully requests a feedback response within 10 business days.  The peer reviews will be sent digitally to the following groups: the GSTOP Team, the NWCG Geospatial Task Group (GTG) for review by the corresponding agency representatives, DHS (FEMA), FAA, FEMA, and DOD.  There will be two peer reviews.
Initial Peer Review Package –

An Initial Peer Review will be done after the Team has developed a set draft standard symbols.  This peer review will ask reviewers to examine the symbols for completeness, aesthetics, and utility.
Final Peer Review Package –

The second peer review will be conducted after edits are completed following the initial peer review.  This second review is to validate changes made based on the initial review.  To verify through the second review that all required changes were made.  Upon completion of the second, and final peer review, the draft standard symbols will be reviewed and ratified by the Team.

Review of final report
The final report recommending the draft standard symbols will be reviewed by the Team for accuracy, completeness, and grammar.  After the final report review, the Team leader will submit the report to the Project Manager.
Change Processes
Process for the addition/deletion of potential symbols mid-stream through Project

Inherited from Project level?
Additions – 

The Team will evaluate the merits of a potential addition to the set of draft standard symbols through discussion.  If the symbol is determined, after debate, to be worthy, it shall be carried through the evaluation process to ‘catch-up’ with the existing draft symbols – without delay.
Deletions –

If the majority of the Team feels a symbol should be deleted from the draft standard symbols, the symbol must go forth to the GSTOP court presided by the Project Manager, whereby it will be cross-examined by each Sub-Team.  Upon a majority thumbs-down vote from the court, the symbol in question will be executed immediately.
Process for the addition/deletion of standard symbols after final recommendation

Inherited process from Project level?
Similar to above, but I would set a time limit or develop additional criteria for admission.  We need to know when we are done and not be subjected to new potential symbols at the last minute.
Change process for the addition/deletion of standard symbols after the final recommendation has been approved through the GSTOP Project

Inherit a timeline for updates from Project level?
Symbol Evaluation Methods

The evaluation methods should be as objective as possible.  The real work should be developing the criteria for acceptance rather than scrutinizing the symbols.
The Gauntlet approach:

Develop a list of requirements that MUST be met for consideration with a Yes/No column.  Where two or more symbols meet acceptance requirements yet represent the same object, a weighted matrix could be used to break ties.  Maybe we could develop some kind of quick-n-dirty What-If test after the symbols pass the gauntlet?
Or   ?????
Evaluation methodology for Marker symbols

Evaluation methodology for Line symbols

Evaluation methodology for Fill symbols

Acceptance Criteria of symbols as standards
The selection criteria, like the evaluation methods, should be as objective as possible.  If we craft the criteria well, the selection set should, for the most part, fall out.  We need to choose the qualifications of standard symbols, not which symbols we want included.  You never know, there might be surprises. 
Acceptance criteria for Marker symbols
Marker symbols must be part of a GSTOP Standard Map Product

Marker symbols must be recognizable in B/W

Marker symbols must ….

Acceptance criteria for Line symbols

Line symbols must be part of a GSTOP Standard Map Product

Line symbols must be recognizable in B/W

Line symbols must ….

Acceptance criteria for Fill symbols

Fill symbols must be part of a GSTOP Standard Map Product

Fill symbols must be recognizable in B/W

Fill symbols must ….
