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	TRANSCRIPTION GUIDELINES

	DANA Fields
	Interpretation
	Relevance

	Type
	Task
	Required

	Task Description
	*If the recording has only one note, [FA, Firm]
Example:
John Doe, Merrill Lynch

*If the recording has two (2) one note, [FA and FA, Firm]
Example:
John Doe and Keith Smith, Merrill Lynch
or John Doe and Keith Smith (for different firms)

*If the recording has two or more FAs, [FA] and Others
Example:
John Doe and Others
	 

	Task Comments
	Utilize only for immediate clarification with the User (WS)
Example:
Hi [WS], Kindly provide the missing information (Meeting Time, Activity Type, etc) for your activity with [FA Name). Thank you!
	 

	Internal Comments
	**Salesforce link/s for contact profile/s and/or account profile/s.
	 

	
	**Contact names as seen in Salesforce/names listed in FINRA, Brightscope, Advisor Credio, etc.
	

	
	**Put EP: or UP: for Enterable Pending and Unenterable Pending with or without reason for pending
Example: “UP: Leads profile for conversion”
	

	
	**Blank Audio/Recording or Pocket Dial: [Blank recording 0:__:__._] [Pocket dial 0:__:__._]
	

	Special Instructions
	As specified by wholesaler
Example: WS: "Please tag (name) on this note as well." "If you cannot find (name) in the system, please disregard." "Products discussed were -- Fund and -- Fund."
*Can also be used if content of IC is more than the allowed characters and will not fit the IC field
	 

	Date
	As dictated. If not specified, use the next business day.
	Required

	Time
	Skip/Leave blank
	

	Interval
	Skip/Leave blank
	Auto-populated

	 
	 
	 

	Contacts
	Copy everything from the original note.
	Required

	Subject
	As dictated.
Default: Follow-up
	Required

	Comments
	Paraphrase as Direct Instruction.

Example:
Dictated: Please set a task for my internal, Jeff Cressy, to call him and make sure you send him info on the funds.
Transcribed: Call him and make sure you send him info on the funds.

If no dictated notes for follow-up, put this in the notes: Follow up.
	Required

	 
	 
	 

	Meeting Type
	As dictated. (Phone or Email usually)
Default: Phone
	Required

	Subtype
	Skip/Leave blank.
	 

	
Assigned to

	As dictated.
Default: [Wholesaler’s Name]
	Required

	Products
	Select as dictated.
Default: Relationship Management

*If there are two or more products discussed, create a footnote in the comment using the format below.
Example:
Products: APMF, ASIF, AREIT (can be either Ticker or Name.)
*There are combined products in the selection that can be used for two (2) products discussed. If they are not in the selection, then create a footnote.
	Required

	
Status
	Select as dictated.
Default: Not Started
	Required

	Priority
	Select as dictated.
Default: Normal
	Required

	Outcome
	Select as dictated.
Select “--None--” if not specified.
	

	Outcome Details
	Select as dictated.
Skip/Leave blank if not dictated.
	 

	Drip Frequency
	Select as dictated.
Skip/Leave blank if not dictated.
	 

	Transcribing complete
	Choose/Tick note for proofing/ready.
	Required






