Production Schedule

Project title: 

Schedule:

Projected date
  Actual date
_______     
  _______    Planning and production meeting
_______     
  _______    Review quotes from designer, printers, and mailer
_______     
  _______    Vendor selection
_______     
  _______    In production
_______     
  _______    Copy to graphic designer
_______     
  _______    Images to graphic designer
_______     
  _______    Presentation of design




_______     
  _______    Approval of design
_______     
  _______    Page proofs from designer



_______     
  _______    Page proofs returned to designer
_______     
  _______    Revised pages from designer




_______     
  _______    Revised pages returned to designer

_______     
  _______    Sign-off on any corrections made to revised page proofs
_______     
  _______    Designer’s file with Image file ready for pre-press and final proofs

_______     
  _______    Print-ready file to the printer                                              

_______     
  _______    Composite Proofs for final review
_______     
  _______    Composite Proofs returned to printer
_______     
  _______    On press / press ok
_______     
  _______    Begin binding

_______     
  _______    Delivery 


_______     
  _______    Mailing completed
_______     
  _______    Reconcile vendor invoices to original quotes and author’s alterations

