Interim Review (IR) Process for TM Portfolios

· Editorial TMTT ticket auto-generates TPQA ticket when moved to Production (e.g., https://jira.bna.com/browse/TMTT-2557)
· TPQA to enter redline edits (e.g. https://jira.bna.com/browse/TPQA-36007)
· Murat assigns TPQA ticket to team member
· Assignee:  
· Modify/update fields
· Read any special instructions
· Check requested due date for release
· Examine scope of change (front matter, DA) 
· Acknowledge receipt 
· Create worksheets ticket (e.g., https://jira.bna.com/browse/TPQA-36048)
· Create vendor ticket (e.g., https://jira.bna.com/browse/TPQA-36029) 
· Attach Word (redline) file
· Include TPQA and vendor teams as watchers
· Set due date
· Vendor:
· Check out BWIP docs
· Integrate redlines 
· Inform TPQA when complete
· Assignee: 
· Log vendor time; close ticket
· Tag analyst for editorial issues reported by vendor (e.g., incorrect internal refs)
· Compare to redline file; ensure all edits are integrated (use Review: All Markup)
· Verify tagging
· Verify tables (e.g., data alignment), special paras (e.g., example, list items vs. quotes, etc.) 
· Remove reserved footnotes
· Renumber all footnotes
· View chapters in PDF (in prep for print)
· Create TOC
· Update TP, PD
· Follow up on worksheets
· Notify analyst of completion (OK to release?)
· Release all files
· Close editorial ticket (i.e., https://jira.bna.com/browse/TPQA-36007)
· Give vendor feedback, if any
· If changes are extensive, ask Paula to create reports for BNA picks and obsolete cites




