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Work Instruction: Creating a Letterhead Certification 

1. Audience 
Engineering scheduler, or qualified engineering personnel. 
 

2. Objective:  
The purpose of this work instruction is to create a letterhead certification for the 
requesting customer. 
 

3. Revision and Approval 

 
4. Scope 

The scope of this work instruction is to create a letterhead certification for the 
requesting customer. 

 
5. Prerequisites 

M1 competence, Microsoft word, and Engineering database folder navigation and 
write access.  
 

6. Records 
Templates based on product line, private branding, and age (preBTH, or BTH 
compliant) are located:  
N:\EngDocs\Letterhead Certs 
New files created will get place in folder layout based on the brand, or standard 
designation. 
N:\EngDocs\Letterhead Certs\CM Cady Standard Certifications 
N:\EngDocs\Letterhead Certs\Hercules Certifications 
N:\EngDocs\Letterhead Certs\Lift-All Certifications 
Special or standard 
N:\EngDocs\Letterhead Certs\Special Instructions 
N:\EngDocs\Letterhead Certs\Standard Certifications 

 
7. Associated Documents 

 Describe the specific records to be maintained and where they will be 
maintained. If the records are electronic, note that here. 

 List forms used to create the records, if any. 
 

8. Evaluative Factors 

 M1 > Sales Order Backlog (Manuals) 
  

Rev. Date Nature of Changes Approved By 

N 6/15/18 Original issue. Eicher 
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9. Responsibility 

Engineering currently produces all Letter Head Certs. 
 

10.  Instructions 
 

Step 1: Using M1 find the Job number needing a LHC (Letter Head Cert). One way 
to identify jobs needing LHC’s is accessing the Sales Order Backlog(letterhead 
certs) KPI. In the sales order details Identify if it is private branded(CM Cady, Liftall, 
Hercules) or a Caldwell product and what model line and size it consists of.  
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Step 2: Find the appropriate brand, model, and age for a template.  

 
Copy the proper template and paste into the appropriate year folder to which it 
applies. Rename it to match the two digit year-project number for further 
identification. 



The Caldwell Group, Inc. 
Work Instruction: Creating a Letterhead Cert  

Document #:  WI-20-050; Rev. N 
UNCONTROLLED IF PRINTED 

 

Page 4 of 7 
File Path: K:\20-Engineering\1-ReleasedDocuments\WI-20-050-CreatingALetterheadCert.docx 

 
 
Step 3: Open the new copy and edit the Model number, Date created, and product 
title and description, add serial Number, and any other required information.  
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Step 4: Output pdf, and save in the sales job folder.  
\\M1Server.caldwell.local\M1\Attachments\ (customer name folder) \ 
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STEP 5: Attach the PDF file to the Sales order.  

 


