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Introduction

Purpose: Health Management’s development team follows a specific process for planning, conceptualizing, writing, editing, and reviewing content for compliance and persistency programs, both online and offline. This includes the creation and maintenance of both hard copy and electronic folders and files. This document outlines the process followed by the development team in creating content.

Policy: It is essential that every member of the development team follow a consistent process for writing, editing, and reviewing program content for compliance and persistency programs developed for the Health Management Division.

HealthAnswers develops programs for pharmaceutical companies that help drive specific pharmaceutical brands. We use behavior change theory as well as compliance and persistency strategies as a foundation for creating consumer health education programs. These programs focus on improving outcomes for our pharmaceutical clients, and may be either branded or unbranded. The goal of our health management programs is to teach patients how to combine self-care strategies with medicine to better manage their disease.

Overview of Development Team Roles

Lead Developer (LD)

The lead developer’s job includes the following actions.

· Assist with conceptualization and planning of programs and their specific components.

· Research topics to be covered in program components.

· Create the written manuscripts for all program components.

· Convert complex health and disease management concepts to consumer-oriented health education.

· Coordinate with and guide other writers and the copy editor.
· Merge all query responses, reviewer comments, and copy editor modifications into the draft and final manuscripts.
· Confirm that program and its components meet client’s goals and objectives.
· Ensure that the clinical information in each program component is accurate and complete.
· Ensure that the content meets the specified reading level.
· Interface with the creative team to make sure that content drives layout.
· Guide the development process through the different phases, ensuring compliance with the timelines and budgets established by Traffic/Client Services.
Copy editor (CE)
The copyeditor’s job includes the following actions.

· Ensure that the information in each component is clear, concise, and consistent in tone and style.
· Ensure that materials comply with FDA, client style guide, AMA format.
· Assist with maintaining content at a consistent reading level.
· Ensure that the content is presented in ways that make it interesting and easy for a consumer to use and understand.
· Verify that the text is grammatically and mechanically correct and stylistically consistent.
· Convert references to endnotes and footnotes in AMA (or other client-specified) format.
· Double-check references against footnoted content.
· Assist with the client-revision process, as directed by LD and/or Traffic.
Systems Analyst (SA) 
The system analyst’s job includes the following actions, as related to content development.

· Develop tailoring algorithms based on conceptualization of the LD.
· Ensure that both content and layout conform to programming specs.
· Prepare and test tailoring algorithms, along with associated templates.
· Interface with programming team in Reston to ensure successful implementation.
The development team does not work in isolation. Most tasks require coordination with one or more of the following groups:

· Sales:  Initial program planning and client liaison activities
· Traffic:  Coordination and project management
· Client Services:  Overall oversight and planning of program; lead client liaison during development and implementation
· Reston programmers, web developers, and test engineers:  Programming of tailored components and web sites, with concomitant testing
· Creative team and Studio staff:  Design, layout, and artwork
Section A: Steps of the Development Process


Draft 1
Purpose: Conceptualize & create first draft of component, in a content model format
Staff: LD, CE, Division Manager (DM), SA*, Medical Reviewer (MR), Creative team
1. Obtain timeline, specs, concept overview, budgeted hours, background material, such as market research, and client style guides from Traffic in a routing folder with an Internal Routing Form attached to the outside cover and a Work Order attached to the inside cover.

2. LD creates a Component Development Tracking Sheet (Draft 1) and places it in the routing folder, while saving an electronic copy in the job folder (Draft 1 subfolder) on the shared drive. All staff involved in the development process will check off the steps as they are completed.
3. Create initial concept:

· Research topic and obtain reference materials, preferably primary sources (if needed)

· Prepare briefing document/copy platform, which includes: 

· client’s goal for the component

· audience

· tone

· reading level

· communication approach

· key call to action or take home message

· production schedule (if applicable)

· Create outline (applies to components such as newsletters, management plans, and progress updates only; letters, call scripts, etc. will probably not require an outline)

· NOTE: If developing a tailored newsletter or management plan, the applicable survey must be developed first.

4. Meet with DM to review outline and references (at least for first few components in a new program).

5. If the timeline allows, and at the discretion of Client Services, submit outline for client approval.
6. Develop draft content model based on outline.

· Denote references in text using first author’s last name and page number: (Summer, p. 5).

· Underline referenced passages in source material.

· Consult MR as needed for clinical questions.

· Consult SA as needed for logic questions.

· Optional Step: Route to MR for formal review (as needed, and with budget approval).

7. Route to Copy Editor for substantive editing and copy editing, as follows:** 

· Edit text for readability, grammar

· Cross-check references with text content re: plagiarism

· Convert references to AMA footnoted or endnoted style (depending on client preference)

· Ensure content model is consistent with HA & client style guides

· Review for logical flow, gaps, redundancies, consistency with other components

8. Answer CE queries and incorporate changes.

9. Meet with DM to review content model.
NOTE: If this document is a Customer Service call script, route to Call Center Manager for review.
If this document is an IVR script, route to the Vice President, Program Implementation for review.

10. Revise content model to incorporate any changes from internal review.

11. Route to Traffic for Client Services review.

12. Route to CE for final proofreading.

13. Save the finalized version of the Draft 1 content mockup to the Current Client Version electronic folder on the Shared drive on the network

14. Route to Traffic for the next steps:

· If tailored piece, will then go to SA for algorithm development (see Algorithm below).

· Tailored and nontailored pieces go to the designated creative team (either HA or client) for creation of layout design (see Layout below).

*NOTE 1:  SA is only involved in this stage of the process when the component being developed is tailored.

** NOTE 2:  CE will work in the electronic file whenever possible, to save time, according to the following:

· Mechanical changes (such as grammar, punctuation, and spelling) will be made without track changes in the electronic file. CE is considered the expert in these matters, and as such, her changes do not need the approval of the LD.

· Readability changes (changes in wording, sentence construction, etc.) will be made in track changes in the electronic file. LD must approve all such changes before they are accepted.

· The CE notes content change queries or suggestions via written query in the hard copy manuscript. LD reviews and incorporates any changes to the electronic file as appropriate.

NOTE 3: Any changes made during this first stage (or later) that affect the component specs (e.g., increasing a newsletter from 2 pages to 4 pages) must be communicated to all members of the team as soon as possible. The best way to ensure this is for the LD to contact Client Services. Client Services will then work with Traffic and other members of the team to develop an estimate of the costs involved in making this change, and to get client approval as necessary.
Algorithm Development (applies to tailored pieces only)
Purpose:  Construct algorithm logic and matrices, which lead to tailored content development
Staff: SA (create algorithm) & LD (fill in content for algorithm)
1. Create algorithm tailoring logic, any scores, and matrices, based on Draft 1 content model and in consultation with LD, as needed.

· One variation for each matrix is filled in, based on content model.

· SA consults with LD as needed to answer any logic issues, decide how scores will work, and to revise the content model.

2. If SA had delegated creation of the algorithm, then route to her to review the algorithm logic before moving to step 4.

· SA then makes any corrections to the logic.

· SA routes completed algorithm to LD.

3. LD creates a Component Development Tracking Sheet (Algorithm) and places it in the routing folder, while saving an electronic copy in the job folder (Algorithm subfolder) on the shared drive. All staff involved in the development process will check off the steps as they are completed.
4. LD fills in the tailored variations for each section of the algorithm manuscript and adds in any preprinted content as well.
NOTE: Preprinted content is not really part of the algorithm, and will not be run through the tailoring engine. It is ultimately printed on the component shell prior to using the tailoring engine. It is included in the client version of the algorithm manuscript for ease of review. All preprinted text should be clearly labeled in the algorithm manuscript.

5. Optional step: LD routes to MR (only as needed, and with budget approval) for formal review.

6. LD routes to CE to review all variations for:

· Reading level

· Consistent tone and style

· Grammar

7. LD addresses CE’s queries and incorporates changes.

8. LD meets with DM (if he designates further review past Draft 1 is desired).

9. LD revises as needed and then routes back to CE for final proofing.

10. Save the finalized version of the algorithm to the Current Client Version electronic folder on the Shared drive on the network.

11. Route finished manuscript to Traffic for further routing:

· To client for med-legal review (may need to wait for Layout, step 2)

· Copies of all references are included.

Layout
Purpose: Develop design look and feel, layout static pieces, layout design templates for programming of tailored pieces
Staff: Design team (here and/or client), SA*, Reston staff (for web pages), LD
NOTE: This step may occur concurrently with algorithm development.
1. Designated creative team creates program logo, artwork, and layout. SA is also involved in font selection, etc. for tailored pieces.
NOTE: This may be a joint effort between client’s creative partner and HA creative team.
· Routed to LD for discussion to ensure creative concept fits with content concepts.

· Routed to SA to ensure that layouts fit with/adhere to programming specs

· Routed to client for review and approval, if appropriate.

· Tailored pieces routed to SA (in hard copy with layout specs) for creation of programming template in MS Word.

2. Static, nontailored, preprinted pieces:

· LD ensures that developed content will fit in creative layout.

· Edit content for fit, if necessary.

· Submit changes in hard copy to designer, as needed.

· Designer incorporates LD’s changes as noted in Step 2 and routes back to LD for review/approval.

· LD routes to CE for review.

· LD addresses CE’s queries and incorporates changes on hard copy.

· LD routes back to designer for final changes.

· LD or CE proofs the updated layout to make sure all is correct.

· Hard copies are then routed back to Traffic for further processing.

3. Tailored pieces:

· Once client has given preliminary approval to content, SA develops template in MS Word, using creative team’s layout.

· SA runs longest and shortest strings from algorithm through the template to ensure that everything fits.

· Routes back to LD for editing of any too-long strings.

· Addresses layout issues with Creative.

· LD edits algorithm text to fit template/design, as needed.

· LD routes any changes in the algorithm manuscript to CE for final proofing.

· LD routes any algorithm manuscript changes to Traffic for further processing, and saves the finalized version of the algorithm manuscript to the Current Client Version electronic folder on the Shared drive on the network.

*NOTE:  SA is only involved in this stage of the process when the component being developed is tailored.

Draft 2
Purpose: Client review and approval of Draft 1 version of developed pieces
Staff:  Client services, LD, SA (if a tailored piece)

1. Traffic/Client Services routes manuscript (both static and tailored pieces) back to LD with client’s comments/requested changes.

2. LD creates a Component Development Tracking Sheet (Draft 2) and places it in the routing folder, while saving an electronic copy in the job folder (Draft 2 subfolder) on the shared drive. All staff involved in the development process will check off the steps as they are completed.
3. LD moves the Current Client Version from that folder into a Working Files folder. The absence of a current file should indicate to all parties that the component in question is currently in development. If a copy is needed during this period, the LD should be contacted for the most current version.
4. LD incorporates client changes, editing for readability and grammar as needed.

· For preprinted pieces (including client mockups), changes can be made directly to the hard copy or to the original electronic manuscript, whichever is most appropriate.

· For tailored pieces (or pieces that are a combination of preprinted and tailored text), changes should be made to the electronic algorithm manuscript.

· SA should review changes in tailored manuscripts to ensure they will work with the programming specs and tailoring logic.

5. LD routes to CE for review.

6. LD answers CE’s queries and incorporates changes as needed.

7. LD ensures that the updated electronic versions of both static and tailored pieces have been saved to the Current Client Version electronic folder on the Shared drive on the network.

8. LD routes back to Traffic for return to client.

9. These steps are repeated each time the client reviews, as needed. Drafts are labeled accordingly, i.e., following a second client review; next draft is entitled “Draft 3.”

NOTE 1: When related documents are being updated (e.g., a tailored call script that matches a tailored progress report), the CE (or the LD, if more expedient) should compare all of them to ensure consistency in the changes throughout.


NOTE 2: No earlier than after preliminary client approval, Programming begins.

Programming
Purpose:  Prepare tailored components for programming.

Staff: SA, Geoff Spataro, LD

1. SA creates programming version of the algorithm manuscript (coding added, references removed, string IDs, and placeholder tags assigned).

2. SA submits programming algorithm to Reston to be filed in PVCS Version Manager along with any applicable score documents, replacement tag dictionaries, data dictionaries, and image files.

3. Reston creates a ds_template.txt file that SA uses to seed the Word template.

4. SA creates a test case database in Access and routes to LD for creation of clinical test cases. (The number of test cases to be created is determined by the project budget. Data for typical patient cases is created by LD; SA and Reston may create others based on outlier data.)
5. LD creates a diverse group of clinically feasible test cases, and enters the answers to the applicable survey in an Access database, then alert SA when done.
Testing
Purpose:  To ensure that tailoring logic and layout work together to create the component correctly.
Staff: Reston, SA, LD
1. Reston creates test case documents using clinical test cases.

2. CA reviews all test cases on a development server for logic, template, or platform issues and submits bugs and change requests to Reston using PVCS Tracker.

3. Reston and CA resolve issues in algorithm manuscript and template. CA may consult with LD or Creative group to resolve content and layout issues.

4. Reston deploys changes to the development server and CA reviews the results.

5. Reston publishes revised algorithm manuscript and template to a production server, and CA performs final review.
Final Manuscript
Purpose: Prepare/finalize the manuscript for program launch
Staff: LD, SA

1. Once the manuscript has passed the final client review, LD creates a Component Development Tracking Sheet (Final) and places it in the routing folder, while saving an electronic copy in the Working Files job folder on the shared drive. All staff involved in the development process will check off the steps as they are completed.
2. For tailored pieces, SA checks out the programming version of the algorithm manuscript from PVCS, and notifies LD where it can be found on the Shared drive.

3. LD incorporates all remaining changes to the document being finalized.
NOTE:  For tailored pieces, changes must be incorporated into both the Current Client Version of the algorithm manuscript, as well as to the programming version of the algorithm manuscript.
LD should highlight edits to the programming algorithm manuscript, so that CA can quickly note them and ensure that final changes do not affect the programming specs.

4. For tailored pieces, SA incorporates any changes to the static text into the Word template.

5. LD routes all changed manuscripts to CE for a final proofing, and saves the files according to the file naming procedure on page 9. 

6. LD examines the folders within the job folder and archives or deletes all old files. NOTE: This does not include the Final to Programming folder. (Only SA should touch that folder and the files it contains.) Clear duplicates should be discarded. Make sure all files are stored in the correct subfolders.

7. Print out a final copy and file in the hard copy routing folder.

8. Traffic may review routing folder and discard duplicate copies. Any client comments should be retained, at a minimum, for further reference, along with copies of all reference material. Traffic also routes the final manuscript as follows:

· To client as an FYI

· To programming for program launch

· To design team, as necessary, for printing of preprinted pieces

NOTE: Again, when related documents are finalized (e.g., a tailored call script that matches a tailored progress report), the CE (or the LD, if more expedient) should compare all of them to ensure consistency in the changes throughout.

Section B:  Creating and Saving Electronic Development Files

Overview

Management of electronic files is a joint process shared by the Development team and the Traffic team, as follows:

· The members of the Development team manage all files of work in progress. This team also places and updates the “current” version of each component file on the Shared drive (see page 10).

· Traffic manages the Submitted to Client folder and its files.

· SA manages the Final to Programming folder.

Electronic Directory Structure
The Traffic specialist assigned to the program creates the main directory of folders and the first level of subfolders, within the client folder on the shared drive. Generally, an individual folder is opened for each job number/component when work is ready to begin on this component. The LD creates a subdirectory structure within these folders as pictured below:
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Additional working subfolders may be added after Draft 2 as needed. Also, as appropriate, an 05 E-mail-Correspondence folder may be created to retain copies of any especially important component-related correspondence. Examples of the type of correspondence we might want to retain in this folder include:


· E-mailed comments from the client, following med-legal review

· Clinical questions posed via e-mail to MR or other clinical experts, with any responses

· E-mails or letters regarding concepts or specific issues having to do with a component

Use discretion in saving correspondence. Only those items that may need to be referred to in the future should be retained here. 

File Naming

All file names are created during the save process, using the following protocol for working development files:




XXX-nnnn ABC v1-KM mm-dd-yy


So, a sample file name for the first draft of a Personal Management Plan for the Rhinocort Aqua Rhinose Network program would look like this:

ASP-3896 PMP v1-KM 04-30-02.doc

When possible, use these standard abbreviations for components:

· PMP = Personal Management Plan

· MU#1 or PU#1 = Monthly Update #1 or Progress Update #1

· News1 = Newsletter 1 (or for the first topic)

· CS = Call Script

· IVR = Interactive Voice Response Script

· CSL = Customer Service Letter

Suggested File Names for Development
Let’s follow file naming through the Draft 1 of the development process. To illustrate how to name files, let’s assume we are working on the Personal Management Plan for the Rhinose Network.

Draft 1


1. Step 1:  Create outline:  ASP-3896 PMP (Outline) v1-KM 04-30-02


2. Step 2:  Develop first draft of content model:  ASP-3896 PMP v1-KM 05-01-02

3. Step 3:  Clinical review:  ASP-3896 PMP v1-MMR 05-02-02

4. Step 4:  Copyedit:  ASP-3896 PMP v1-GC 05-03-02

5. Step 5:  Post RP review:  ASP-3896 PMP v2-KM 05-04-02

6. Step 6:  Proofing:  ASP-3896 PMP v2-GC 05-05-02
Use the same format for each of the other steps of the development process. At the end of each of the processes outlined on pages 1 through 5, a finalized current client version should be saved to the CURRENT CLIENT VERSION folder by the LD and renamed, as follows:

ASP-3896 PMP 05-20-02

Be sure to remove all version and staff initial information from the filenames for this folder.

NOTE: Once client comments (from med-legal review) are received and LD is ready to begin updating the file, the “CURRENT CLIENT VERSION” of the file should be deleted from said folder. The empty “CURRENT CLIENT VERSION” folder should signify to all parties that the file in question is currently in the development loop.

Headers and Footers for Electronic Files
All files should use consistent headers and footers that provide essential information about the document.

For the header:

1. The first page header should contain information on:

· program name

· name of lead developer

· job number

· name of component 

· date of last update

· reading level

· stage of the development process

· page numbers


2. The second page header, which is abbreviated, contains:

· program name

· job number

· component description

· date of last update

· page numbers


3. Use the component template found here to create each new document:

S:\HA Style Guide & Templates\Component Development Template.doc (for Content Models and other non-tailored components)

S:\HA Style Guide & Templates\Algorithm Development Template.doc (for Algorithm development of tailored components)

NOTE: If you opt to use this file as a template, your first step should be to Save As a different file name in the appropriate program/job folder. Do not overwrite this file in the HA Style Guide & Templates folder!


4. Or, you can create your own document style, but be sure to use the same header information.


5. Here is a sample first page header:


6. Here is a sample second (and so on) page header:



For the footer:
1. Each page should also have a footer with the file name and path on it. This is easy to do and is contained in the template described above.


2. If you choose to create your own footer, place your cursor in the footer by clicking on the View/Header and Footer drop-down menu or by double-clicking in the footer area if you are in Print Layout view.


3. Next, click “Insert Auto Text” in the toolbar, and select “File Name and Path” from the list of autotext entries. Change the format of the autotext if desired.

Section C:  Tracking the Development Process


To ensure efficiency and consistency of the development process, development tracking sheets will be used for each stage of the process. Development tracking sheets are not meant to replace the Internal Routing Form maintained by Traffic. They serve 2 different purposes:

· Internal Routing Form:  Provides a record of how a component has been routed within and between teams and the client. Comments can be written as to disposition. This form is affixed to the outside of a routing folder.


· Component Development Tracking Form:  Provides a record and a guideline for the various steps of the development process within the development team. These forms are filed within the routing folder, and they can be clipped to all versions of a document once the stage (e.g., Draft 1) has been completed.

Templates for each of the development tracking sheets are found in this directory on the shared drive:

S:\HA Style Guide & Templates

Tracking sheets are named for stage, i.e.:

· Draft 1 Component Development Tracking Sheet (CDTS:  Draft 1.doc)
· Algorithm Component Development Tracking Sheet (CDTS:  Algo.doc)
· Draft 2 Component Development Tracking Sheet (CDTS:  Draft 2.doc)
· FINAL Component Development Tracking Sheet (CDTS:  FINAL.doc)
Samples of these sheets appear on the following pages.

Component Development Tracking Sheet

Draft 1 Stage

Program:  Type name of program here, e.g., Rhinose Network
Job #:  Type job # & component name here, e.g., ASP-3901 MU#1
Lead Developer:  Name of LD here
Directory Path and Filename:  Cut and paste in path and filename from My Computer
	Process Step
	Who?
	Date Due
	Done

	Obtain all backup information needed to begin development

Create initial concept

· Research topic

· Obtain/order reference materials

· Create outline

Review outline and references with DM (if necessary)

Revise outline

Provide to CS for client approval

Develop content model based on outline

· Include parenthetical references within text (underline source material)

· Consult MR for clinical issues as needed
Comments: ​​​​​​​​​​​​​​​​​​__________________________________________

Copyedit:

· Edit for readability, grammar

· Cross-check references with content

· Convert notes on refs to footnotes/endnotes & AMA style

· Check against HA/Client style guides

· Proofread

Comments: ​​​​​​​​​​​​​​​​​​__________________________________________

Respond to CE queries/approve tracked changes

Review content model with DM

Revise as necessary

Consult with SA as needed for logic questions (if tailored)

Final proofing

Comments: ​​​​​​​​​​​​​​​​​​__________________________________________

Check electronic file disposition/attach tracking sheet to all hard copies in routing folder
	______

______

______

______

______

______

______

______

______

______

______

______

______

______

______

______

______

______

______

______
	______

______

______

______

______

______

______

______

______

______

______

______

______

______

______

______

______

______

______

______
	______

______

______

______

______

______

______

______

______

______

______

______

______

______

______

______

______

______

______

______


Signoff of LD/Draft 1 is complete and has been routed to Traffic 

________________________________________________________________  Date: ______________

Component Development Tracking Sheet

Algorithm Stage

Program:  Type name of program here, e.g., Rhinose Network
Job #:  Type job # & component name here, e.g., ASP-3901 MU#1
Lead Developer:  Name of LD here
Directory Path and Filename:  Cut and paste in path and filename from My Computer
	Process Step
	Who?
	Date Due
	Done

	Route Draft 1 content model to algorithm developer

Create algorithm logic/matrices/scores

Fill in tailored content variations for the algorithm matrices

(Ensure that all strings fit in the allotted space)

Consult with MR for any clinical issues, as needed

Comments: ​​​​​​​​​​​​​​​​​​__________________________________________

Copyedit

· Edit for readability, grammar

· Cross-check references with content

· Convert references to footnotes/endnotes & AMA style

· Check against HA/Client style guides

· Verify consistent tone/style between variations

· Proofread
Comments: ​​​​​​​​​​​​​​​​​​__________________________________________

Respond to CE queries/approve tracked changes

Review manuscript with DM, if needed/requested

Revise as necessary

Final proofing by CE

Comments: ​​​​​​​​​​​​​​​​​​__________________________________________

Check electronic file disposition/attach tracking sheet to all hard copies in routing folder
	______

______

______

______

______

______

______

______

______

______

______

______

______

______

______


	______

______

______

______

______

______

______

______

______

______

______

______

______

______

______
	______

______

______

______

______

______

______

______

______

______

______

______

______

______

______


Signoff of Lead Developer/Algorithm is complete and has been routed to Traffic:

​​​​​________________________________________________________________  Date: ______________

Component Development Tracking Sheet

Draft 2 Stage

Program:  Type name of program here, e.g., Rhinose Network
Job #:  Type job # & component name here, e.g., ASP-3901 MU#1
Lead Developer:  Name of LD here
Directory Path and Filename:  Cut and paste in path and filename from My Computer
	Process Step
	Who?
	Date Due
	Done

	Obtain client comments/changes in hard copy or via electronic file

Revise document, as needed

(Make changes to static pieces on hard copy/layout mockup)

(Make changes to tailored pieces within the algorithm)

· Incorporate client changes

· Edit for readability/grammar/consistent tone & style

· Re-reference, as needed

Copyedit:

· Edit changes for readability, grammar

· Cross-check any new references with content & confirm they are in AMA style

· Check changes against HA/Client style guides

· Proofread

Comments: ​​​​​​​​​​​​​​​​​​__________________________________________

Respond to CE queries/approve tracked changes

Make finalized changes to the algorithm for tailored pieces

Comments: ​​​​​​​​​​​​​​​​​​__________________________________________

Check electronic file disposition/attach tracking sheet to all hard copies in routing folder
	______

______

______

______

______

______

______

______

______

______

______

______


	______

______

______

______

______

______

______

______

______

______

______

______
	______

______

______

______

______

______

______

______

______

______

______

______


Signoff of Lead Developer/Draft 2 is complete and has been routed to Traffic:

​​​​​________________________________________________________________  Date: ______________

Component Development Tracking Sheet

FINAL Manuscript

Program:  Type name of program here, e.g., Rhinose Network
Job #:  Type job # & component name here, e.g., ASP-3901 MU#1
Lead Developer:  Name of LD here
Directory Path and Filename:  Cut and paste in path and filename from My Computer
	Process Step
	Who?
	Date Due
	Done

	Incorporate any remaining changes

For tailored pieces, ask SA to check out the programming algorithm of PVCS 

Highlight changes on tailored pieces within the programming algorithm

SA to review changes to ensure final changes do not affect programming specs

For tailored call scripts, make sure that content is consistent with subject piece (e.g., a tailored progress report)
Copyedit:

· Edit changes for readability, grammar

· Check changes against HA/Client style guides

· Final review and proofing

Comments: ​​​​​​​​​​​​​​​​​​__________________________________________

Respond to CE queries/approve tracked changes

Check electronic file disposition/attach tracking sheet to all hard copies in routing folder

Organize electronic files:

· Archive old files (except Final to Programming)

· Confirm correct directory structure & file names

· Discard any unnecessary old or duplicate files

Print FINAL copy and route to Traffic with routing folder
	______

______

______

______

______

______

______

______

______

______

______

______

______

______
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______

______
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______

______
	______

______

______

______

______

______

______

______

______

______

______

______

______

______


Signoff of Lead Developer/FINAL is complete and has been routed to Traffic:

​​​​​________________________________________________________________  Date: ______________

Glossary

Algorithm manuscript:  Used for tailored pieces only, this is a Word document – in table format – that contains the tailoring logic and content variations for that component. The document is broken down into a series of matrices that are driven by an applicable survey (baseline and/or follow-up).

Client mockup:  A representation of the final component that contains the most current content, fonts, images, and layout.  

Content model:  The first working draft of a component. For tailored components, only one possible scenario is represented. The systems analyst uses the content model to create the algorithm manuscript. The assigned creative team also uses it as a guide for creating the layout.

Dynamic Text:  On tailored components, this is text that is variable, based on the tailoring logic in the algorithm manuscript.

Outline:  A topical listing of the proposed content for a particular component.

Preprinted text:  Text that does not vary for participant (i.e., it is not tailored) and that is included with the color-based design on a component shell. It is printed as part of the shell stationery.

Shell:  A layout created by the assigned creative team that contains all of the preprinted elements (both content and artwork) of a component.  

Static Text:  In tailored components, this is text that appears on every variation of the component, but cannot be preprinted on the shells.

Template:  A Word document created by the systems analyst, which mirrors the layout created by the assigned creative team. The template contains both static text and dynamic text placeholder ID's. The template is used by HA’s tailoring engine (programming) to create formatted, tailored printed or web-based components.
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This is the date in month-day-year format.





These are the initials of the person who worked on this version.





This is the version number.





This is an abbreviation for the component, as created by LD.





This is the number for the job, or component, as created by Traffic.





This is a 3-letter code for the client or program, as created by Traffic.





Traffic creates job folders like these, as needed, as program development occurs. Not all folders for every job contained in the original proposal may be started at once.





Traffic creates the 01 to 04 standard subfolders.





The LD creates the A, B, C subfolders within the Working Files folder, as the process progresses and they are needed.





This folder contains files used only by the Systems Analyst, such as programming algorithm and document template.





This folder contains a history of all submissions of this component to the client, i.e., outline, first draft of algorithm manuscript, revised algorithm with preliminary med-legal changes, FYI finalized copy. Only Traffic staff file into this folder.





This folder should contain only the most current version of all submissions for this component. For example, one algorithm and one layout PDF.





NOTE: Once comments from client are rec’d and are being incorporated into a manuscript, LD should delete current client version, i.e., this folder will be empty until the updating process is complete, signifying that development work is underway.
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