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New or Revised Message Checklist

Purpose:  Create a Message that is error-free and effective.
Notice:  Detailed instructions for completing various steps of this checklist appear in the Help topics refer​enced below and/or in the Procedures and Overviews they link to.  To locate a topic most quickly, use the Help’s Index (on the tab with the yellow-key [image: image3.png]


 icon).
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1)

Enter a name for your new Letter (the file that will become your Message):

Adv/SA

(HELP—Document-Naming Conventions and Requirements (

2)

Fill in the rest of the form reproduced below, and check a box under it:

Adv/SA
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Base the new Message on:

(  Master-Letter-No Picture
(  Master-Letter-One Picture
Handwritten or text copy & file attached.

(  Master-Letter-Two Pictures
(  Any other existing letter (w/changes as marked):  


(HELP—Creating a Letter Based on an Existing Letter (
(HELP—Letter Enclosures (
(HELP—Envelopes and Labels (
(HELP—Attaching an Attachment to a Letter (
(HELP—Message Setup Conventions for Letters (

3)

See steps 1 and 2 above.  In the Doc Browser, right-click on the existing

CO
(master) Letter on which you are going to base the new Letter, choose Create Letter, and fill in Create new Letter . . .  When ready, choose Create Single.
(HELP—Creating a Letter Based on an Existing Letter (
(HELP—Single and Plural Versions of Documents (

4)

Create or edit the text according to the instructions from your Adv / SA, plus 

CO 
the Help topic listed here—especially its “Tips.”  (The box below highlights ways to avoid the biggest messes, but please read the Help topic anyway!)

( ( HELP—Editing Gorilla Documents in Word ( (

5)

Spellcheck (<F7>) and proof.  Print a copy.  When done, File ( Save and 
CO 
exit to Gorilla.

6)

If (and only if) you work for a partnership, stay in Create new Letter . . .  
CO
Otherwise, skip this step.

(HELP—Single and Plural Versions of Documents (

If Create Plural is available, choose it, and you will be taken into a Letter file based on the single version you just saved.  Otherwise, choose Edit Plural.  In either case, repeat steps 4 & 5 to produce a corresponding we/us/our Letter—and its proof copy.

_______ 7)
If the file for this Letter does not appear in the desired Doc Browser folder, drag it 

CO
there now.
CO Note:
While Proofreaders do their steps below, continue with your other work.


8)

Proofread printout(s) of message.  Write any suggested changes directly on 

Proof 1
printout.


9)

Proofread printout(s) of message.  Write any suggested changes directly on 
Proof 2
printout.


10)

When proof copy is returned:
CO
If no changes are required, mark next two steps “N/A” (and sign this one off).

If changes are required, make them through Single Version (as in steps 4 & 5 above).  Then print a proof copy (as in step 5 above).


If you work for a partnership, repeat the process through Plural Version.

11)

Re-proof card/letter after changes made.

Proof 1 or Proof 2

12)

Repeat steps 10 & 11 until no (more) changes are necessary.

CO 

13)

Proof and approve.  

Adv/SA


14)

Through the Finder, send the new Letter as a Message to (as appropriate) your 

CO 
Test-Fax, Test-Email, and Test-Letter Contact Groups on their respective chan​nels.  When the email has been received, print it.  Deliver all test messages to the Advisor.

(HELP—Adding History to a Contact Group in the Finder (
(HELP—Filling Out Message Setups (
(HELP—Sending Message Setups (

15)

Study carefully the Message copies as they will go out on all channels to be 

Adv
used.  Approve or not.  If not, do not sign off this step; instead send back through the preceding steps until you are satisfied. 


16)

Submit one or more printouts to your Compliance for approval.

Adv



17)

Show date Compliance approval received:  ____/____/____

Adv

18)

If the Letter’s name and description are likely to be needed in the DUC (Data-
CO 
base Usage Cheatsheet), print a new one and issue new copies to all staff.  (Since it is a long document, you may prefer to photocopy only the changed pages and re-issue those—but watch out for changed page-breaks!  However, if your office has you generate the data for only one category at a time, that is not a problem.)


19)

If this is a Campaign letter, file this checklist in that Campaign’s folder.  Other-
CO 
wise, store it in your weekly completed paper-trail envelope.




Major Warnings


While editing, frequently press <Ctrl+S> to save the file.  (Click Yes in response to Using this command does not return you to Gorilla . . .)  Other�wise, you risk losing your work in the event of a power outage or other crash.


Leave the gray-box fields alone.  They’re needed for signatures, Advisor Portraits, and occasionally Pictures (e.g., of your team).


After making changes in a Word file, exit only by the means shown at the end of the next step.  Any other method risks creating a mismatch between your Letter and your database.
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