
 Reviewer

Task(s) Assigned

Proof 

Finish

HOS Check-in

OR 

Kick-off meeting

Write or 
edit (after review)

* Seek out missing info.
* Pass on to another

reviewer.
* Make changes.

Send to designer/
web manager
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Approved

 Copywriter Process

You can also 
color-code them. For

instance, red notes can
be used to flag

bottlenecks!

Action Item Point Person

Scope Revisit HOS request Project Manager

Strategy Revisit approach
Sr. Content or Campaign

Managers

Content Revisit content buckets Content Manager

Verbiage Revise copy Writer

Distribution Conversation with
stakeholder

Project Manager

Call to Action Consult with stakeholder
and experts

Sr. Content or Campaign
Managers

Copywriter Task Types 

Next Steps

Sr. Campaign Manager (Jen)

Two types of review
and strategy Who reviews it?

Written piece or questions 
about content.

More granular look at contentSr. Content Manager 

High level/big picture strategy

Important: If project requests
comes from one of these reviewers,
that person should give it a granular

review.

Reviewer Interactions

Use sticky notes to add
comments. Just copy,

paste, and drag them to
the flowchart!

Use sticky notes to add
comments. Just copy,

paste, and drag them to
the flowchart!

Use sticky notes to add
comments. Just copy,

paste, and drag them to
the flowchart!

You can also 
color-code them. For

instance, red notes can
be used to flag

bottlenecks!

Project Manager

Writer

Editor or Reviewer

Designer

Do you need an editor or
reviewer? Proof

N
O

YES

proceed with design draft proceed with design draft

Needs edits
Copy only (not design)
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Start Here Success

Revise your content and go to start of
Editor or Reviewer quadrant.

Ideate/share vision Writer/designer align as needed.

Make edits, changes or rework or
capture approval.

Designer tags writer for proofing review

After drafting, if new task and there’s an
editor available, get it edited. If not,

proceed to reviewer. 

Edit tasks don’t require another edit, but
may require review/approval of Sr.

Copywriter

Creative Team Interactions

Name the team
in charge

Team Name

Team Name

Team Name

Ye
s

No

which leads to Pass

Denied

Proceed

Gather content

Editor reviews
(if available)

We need to be talking about
innovation.
We need to push out some content
around the ASJ app.
Does it align with the original strategic
priority?

Here’s how we should be talking about the app.
Here’s how we should organize the content
within the piece itself.

NOTE: Review types
may overlap and
require “double

dipping.”

High-level overview

Write:
Create new content from scratch.

Use the below to determine what
the copywriter needs to do. 

Address questions/concerns stemming from review.

Edit:
Content edits needed. 
Improving clarity, flow, verbiage ,
voice/style, etc.
Adjust for brand and correct
grammar.

IN PROGRESS - May include
content gathering and/or
interactions w/Content
Management and
Optimization & Growth.

FINAL
Diagram Start Here

Explain a step or phase

Provide a question for
decision points

Explain a step or phase

Explain a step or phase

Explain a step or phase

Declined

Success

Explain a step or phase

Provide a question for
decision points

Copyedit/Proofread:
Light edits - grammar/punctuation. 
Has already received content edits.

Review:
Provide brand and content
feedback in comments. 
No editing unless glaring errors.
Has already been copyedited.

Revise:
Address reviewer changes.
Accept edits from other writer.

Proof:
Ensure all copy transferred
correctly from copy to design.
Make final, minor corrections

Content Writing/Editing Norms

Content Gathering Norms
Tips for interviewing, conducting research, fact-checking and citing sources.

Tips for drafting and editing content.

NOT the stakeholder in this case.  

Approve
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https://docs.google.com/document/d/1n88Nyu96kqYtpZXJp9r9kCVmsDUwkpu5Nq_35O4l4Gg/edit
https://docs.google.com/document/d/1-kmEE8cMjE_QNtzgmdWChhZieY0A5fLHMn8DSIe0up0/edit
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