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Helping to Facilitate the Workflow
between Editorial and Production

3 Case Studies
Recreational Ice Skating

Quarterly Consumer Publication
ISI Newsletter/The Edge

Bi-monthly Professional Association Publication
Greenhouse Business

Monthly Business to Business Publication

Plan the Workflow TOGETHER: Editorial and Production

Think through the general workflow as you would prefer it to take place

Map it out (see Sample Workflow)

Set schedules for each issue

Incorporate yearly Editorial calendar and Advertising closing dates

Visual schedules are helpful (can be any type, from large whiteboard on a

wall to more sophisticated digital solutions)

Must be easily accessable to both Editorial and Production

Must be easy to update (is the system serving you, 

or are you serving the system?)

Track the dates for each step of the workflow

When are things supposed to happen?

When do they actually happen?

Emerging patterns can help analyze if the workflow is actually working well.

Modify schedules as necessary or plan for freelance help as needed. 

(If business is not set up to use freelancers, set this up with 

Accounts Payable in advance.)

Take a BIG PICTURE view

How do my actions affect the next person?

What can I do to streamline the workflow? (see Tips to Streamline the

Workflow)

Editorial and Production should meet regularly to review the workflow.
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Sample Workßow for Periodicals

Date
4/1 Closing date to Editorial. (Editor should have all copy from contributors by this date.)
4/1Ð4/25 Editor Þnalizes all copy, forwards Þnal articles to Production. (Some production people will prefer to

receive copy all at once. A few may prefer to receive it piecemeal.)

4/20 Closing date for Advertising.
4/20Ð4/23 Advertising prepares and forwards Þnal ad list (w/sizes) to Production.
4/23Ð4/27 Production prepares dummy layout with folios and ad positions.

4/27 Production forwards dummy layout to Advertising and Editorial.
4/28 Advertising conÞrms ad placements for Production (approves as is or marks changes on dummy).

4/28Ð5/4 Production prepares Þrst pages (Þrst proof), incorporating all ad changes, images and editorial copy.

5/4 First proof to Editorial
5/4Ð5/10 Back and forth: Editorial prooÞng and Production corrections

5/10 Final preßighting and PDFÕing of digital Þles
5/11 Final digital Þles to prepress
5/11Ð5/18 Prepress work and prooÞng
5/18 Final Þlm to printer
5/18Ð5/27 Printing and Þnishing
5/27 Book drops
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