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Proofing Schedule
· Meghan to give ads, articles, grids and listing to Michelle by April 1st 
· Michelle to format grids, articles, update listings and review ads by April 7th at 8am. 
· Meghan to send out formatted grids via email for final proofing 
· April 7th- All day- Layout the guide at Michelle’s house 
· April 7th- Amy & Meghan to proof, consolidate changes and give to Michelle by 5pm on the 8th. 

· Michelle to provide new proof by 2pm on the 9th. 

· Meghan to proof on the 9th and give back to Michelle on the 10th by 5pm
· Michelle to make edits and send new proof by Noon on the 11th. 

· Katie and Amy to proof from Friday the 11th- Monday the 14th and give Michelle changes by 9am. 

· Michelle to make edits and provide a new proof by 2pm on Monday the 14th. 

· Meghan, Krista and Lyman to proof from Monday the 14th- Wednesday the 16th at 9am. 

· Michelle to make edits and provide new proof Wednesday the 16th 2pm

· All staff to proof from Wednesday the 16th- Friday the 18th at 9am. 

· All changes to be consolidated and given to Michelle on Friday the 18th 9am. 

· Michelle to make final edits and send Final proof back Friday 

· Amy to review final proof over the weekend 

· Mail files due to the printer 4/21

· Print Files due 4/23

· Proof at Journal Graphics 4/24 

· Final Corrections and sign off 4/25

· Ship and drop mail 4/30
Proofing Notes
· When proofing it is important to use colored ink so that Rachelle can easily identify changes that need to be made. 

· Write your name on the cover page of your proof so we can easily identify who made edits. 
· Print this SOP, sign and include with each proof to insure that all checklist items have been verified for accuracy. 
Proofing Checklist

Proofing Guide for 
Market :       
Edition:       
 FORMCHECKBOX 
 Table of Contents- check that all page numbers are accurate

 FORMCHECKBOX 
 Table of Contents- that content topics are a match and included
 FORMCHECKBOX 
 Table of Contents- check against a-z index that no sections are missing

 FORMCHECKBOX 
 Table of Contents- check article titles are consistent with article headers
 FORMCHECKBOX 
 Alphabetical Index- check that all page numbers are accurate

 FORMCHECKBOX 
 Compare control sheet to listing info that no sponsors were missed & size is correct

 FORMCHECKBOX 
 Grids- compare to questionnaires and corrections book that info was updated
 FORMCHECKBOX 
 Listings- compare to last edition that no information was deleted

 FORMCHECKBOX 
 Listings-compare every listing to the last edition for mistakes, omissions, etc…

 FORMCHECKBOX 
 Sponsor ads-insure that larger ads are on page right when layout allows

 FORMCHECKBOX 
 Sponsor ads-check ad placement against the control sheet 

 FORMCHECKBOX 
 Sponsor ads- check against proof email that correct ad was placed
 FORMCHECKBOX 
 Sponsor listing - check that all sponsors are followed by (ad on pg#)
 FORMCHECKBOX 
 Sponsor listing-follow the page number (ad on pg#) to check accuracy

 FORMCHECKBOX 
 Sponsor listing- check all phone numbers, spelling and addresses are correct

 FORMCHECKBOX 
 Sponsor listing- check all info matches the ad info and is correct

 FORMCHECKBOX 
 Sponsor listing- check that all sponsors red where appropriate (when non sponsors listed)
 FORMCHECKBOX 
 Sponsor index- check all included and that all page numbers are accurate

 FORMCHECKBOX 
 Articles- check layout for type spacing and accidental layout errors
 FORMCHECKBOX 
 Articles- check byline and content information

 FORMCHECKBOX 
 Articles- confirm page #s on cover are accurate
 FORMCHECKBOX 
 Articles- check placement is correct
 FORMCHECKBOX 
 Cover-check spelling, picture, cities, edition, web address, article titles, distribution
 FORMCHECKBOX 
 Letter from Publisher- check spelling and content
 FORMCHECKBOX 
 Blue contact box- check for spelling and content accuracy
 FORMCHECKBOX 
 Check with local agencies when available- current license info, listing info, etc…
 FORMCHECKBOX 
 Check that profile logos are included and page numbers are correct

 FORMCHECKBOX 
 Page Headers- check that page headers match color and categories

 FORMCHECKBOX 
 Footers and House ads- check that info is local and correct

 FORMCHECKBOX 
 Color-coded Tabs- check that main headings are placed appropriately 

 FORMCHECKBOX 
 Check Page Count 
Proofed by:      

Date:       Signed: _______________________


Once all changes have been consolidated please give your proof(s) to Meghan to send to Jill for website updates. 
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