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Purpose
	This SOP maintains a consistent and error-free standard for marketing content.
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Scope
	This SOP applies to the team members who are responsible for creating and editing marketing content.



Procedure
	
	Create, edit, and reread marketing content.

	
	Send content to the copy editor for review.

	
	Review content for grammar, spelling, and punctuation errors.

	
	Check content for style consistency and brand messaging guidelines.

	
	Confirm that content is accurate and current.

	
	Approve marketing content for publishing or posting.



Resources
	· Style guide
· Publishing / posting checklist
· Search engine optimization (SEO)
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