 Ideal Task Workflow (Single Reviewer Model)
Task Creation
· Task is created with the following fields:
· Title
· Description (optional)
· Due Date
· Priority (Low, Medium, High)
· Assignee (Person responsible for executing the task)
· Reviewer (Person responsible for reviewing and approving the task)
· Optional: Tags, Project Link, File Attachments
2. Task Assignment & Visibility
· Once saved/submitted, the task becomes visible in:
· Assignee's "My Tasks" list
Reviewer's "Tasks to Review" list (once submitted for review)
3. Task Progression by Assignee
· Task is marked as:
· "In Progress" when the assignee starts working
· "Ready for Review" when completed by the assignee
· Optional: Add comments or upload supporting files before sending for review
4. Review Stage
· Reviewer gets a notification (in-app/email)
· Reviewer opens the task, reviews submitted materials
· Reviewer actions:
· Approve → Task marked as "Completed"
· Request Changes → Task sent back to assignee with feedback/comments
· Reject (if task is invalid/unnecessary) → Task archived with notes
5. Re-submission (if needed)
· Assignee updates task as per reviewer's comments
· Marks it again as "Ready for Review"
· Cycle continues until task is approved
6. Completion and Logging
· Approved tasks are listed under "Completed Tasks"
· Review actions and timestamps are stored in an activity log
· Optionally visible in reports or audit logs
7. Notifications Throughout
· Notifications for:
· Task assignment
· Status changes (e.g., ready for review, approved)
· Reviewer feedback
8. Optional Features
· Task rating or feedback by reviewer (1-5 stars + comments)
· Status timeline or visual progress bar
· Slack/email integration for updates
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