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	Receive new PDF proof and mark-up PDF via email

	
	
	
	
	Save new PDF proof with initials

	
	
	
	
	Ensure all directions in email have been followed

	
	
	
	
	Ensure all changes directed in markup have been made

	
	
	
	
	Edit changes 

	
	
	
	
	Mark up edits/comments on the new PDF proof 
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	Conduct a side-by-side proofread of content:
· Color
· Font style (italic/bold)

	
	
	
	
	Ensure the following do not break over lines:
· Generic name (BRAND NAME) or vice versa

	
	
	
	
	Split screen to check the Mobile against the Desktop
· ALL CAPS always ALL CAPS
· Count all footnotes in both versions
· Check periods at end of each footnotes
· Check spacing in drop-down text (before and after separator)

	
	
	
	
	Insert a Reviewed stamp if there are changes to be made or
          an Approved stamp if there are no changes
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