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The Daily Digest is Coming 11/4!

We are excited to present a 
solution to several current 

communications pain points…

Say hello to the 
MetroMessenger Daily Digest!

Produced every Monday through Thursday



Proposed Digest Timeline

CONFIDENTIAL PAGE 3

10 a.m.
Content submission 

deadline for next 
day’s edition

10 a.m. - Noon
Drafts of articles posted to 

MetroNOW and Digest 
draft prepared

Noon - 4 p.m.
Draft circulates and review 

window is open

4 p.m. 
Review window closes. 
Digest draft finalized.

8 a.m. Next Day
Digest Delivered

Content Submitter Expectations:
1. Have content in by 10 a.m. for 

publication in the next edition
2. ALWAYS use  a request form
3. Review draft once circulated at 

noon
4. Provide feedback and/or 

approval by 4 p.m.

https://tmobileusa.sharepoint.com/teams/MPCS_SalesOps/corpcomm/Lists/Communication%20Requests/AllItems.aspx


Request Process
Submission Form Best Practices
• Use our current submission form on 

SharePoint. (New form coming soon)
• Select MetroMessenger Bulletin to 

indicate Daily Digest inclusion (see at 
right). 

• Indicate audience (Internal/COR, Dealer)
• In “Additional Information “ field, indicate 

time-sensitivity and if you want the 
message to recur in future editions.

• Submit content requests any time before 
10 a.m. CST the day before the targeted 
publication date

No request form = no publication.

This now includes Merch and Training 
messaging. Merch and Training content for 
promo and device messaging may be 
submitted bundled with main 
communications  request.
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Please also indicate on the form if you would like your content to run in subsequent editions and for how long.

https://tmobileusa.sharepoint.com/teams/MPCS_SalesOps/corpcomm/Lists/Communication%20Requests/AllItems.aspx


Request Process
Submission Rules
• ALL Digest same-day requests received after 10 a.m. CST require Director-level or above pre-approval
• No request form = no publication. If you cannot submit a form due to VPN issues, we must have an email with all 

details.

Dealer Version
• A Dealer-facing version will be created and attached Tuesdays and Thursdays. If we find we need more frequent 

Dealer editions, we will adjust.
• Same rules as with internal content - due by 10 a.m. the day before targeted publication date

Text Version
For partners who do not have access to MetroNOW, we will create a text version of the Digest and link in the Digest 
email.

Monday Edition Cadence: 
• Content due by 10 a.m. Thursday. 
• Review window open noon to 4 p.m. Thursday. 
• For the 11/4 inaugural edition, we will accept content through 10 a.m. Friday 11/1.
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Approval Process

Approval Window noon – 4 Central

• Daily Digest draft circulated at noon Monday through Thursday for next day’s edition (Thursday for 
Monday)

• Content requesters are REQUIRED to review and approve draft. Director approval will be 
accepted in lieu of requester. 

• Business Owners, Sr. Managers and Directors will be included on the draft and are encouraged to 
review and approve, but not required.

• Responses are due by 4 p.m. each pre-publication day. 

• No Response = Content will be pulled and moved to next day’s cycle.



CONFIDENTIAL PAGE 7

Digest Article Review Document

• The Digest draft review 
document will contain 
full communications 
test. 

• We will continue to 
send via email and use 
Outlook voting buttons 
to gather responses.
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Digest Mock-Up
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