Making Revisions to SAM

Phase 1
1. When you receive a request from a department/agency to amend SAM, make sure that office/agency is the author of the section.  If they aren’t, you must make it clear to them that the authoring agency MUST BE THE ONE WHO SIGNS THE APPROVAL CHECKLIST.

2. Go to SAM Interdocs$ drive (for me it was the N drive), SAM Print, NEW, SAM_Master, (current) REV#. 

3. Open current REV, create new folder for the chapter being edited, open that folder and create a subfolder for each section of the chapter being edited.

4. Into each subfolder, create (or copy from another chapter) four folders: 

1. Final Approval – signed checklist, approval emails 
2. Final Draft – the approved final Word document
3. Track Changes – approved final track changes document
4. Working Files – copy of the Word file you sent edits, and any other versions of the documents (both clean Word and track changes) you get before the final versions are agreed to.
5. On the page with REV page, there is a SAM Master File at the bottom.  Find the chapter being edited and copy the whole chapter; paste it in your chapter folder.  

6. Find the first section to be edited; open the .pdf copy of that section, and save  it as a Word document IN THE WORKING FILES FOLDER FOR THAT SECTION. 

7. Repeat for every section.  If there are multiple chapters (and there will be) you need to follow this process for each chapter.

8. Delete the .pdf chapter folder you created from SAM Master.  We don’t want to confuse versions.

9. Email the Word sections to the requester along with the checklist and the Rev. Summary template.  Tell them you need both a clean Word version and a track changes version.

Phase 2
1. When the requester sends you the revised (clean) Word version and you are confident this is the final edit, save this doc in the Final Draft subfolder for the chapter.  Save the track changes doc in the Track Changes subfolder for the chapter.  Save the .pdf checklist in the Final Approval folder.  Save the rev. summary doc outside of the subfolders in the chapter folder.

2. [bookmark: _GoBack]If you think there will be additional back and forths with the requester, save all the draft docs in Work Files.  We don’t want them confused with the final drafts.  Sounds simple but it can get confusing, especially when more than one person is looking at the files.
