
Publication production
This flowchart outlines the stages in production of a printed publication. It is very important that you 
liaise with your Divisional Marketing and Alumni Coordinator (MAC) prior to beginning production of 
a publication. If you are unsure as to whom to liaise with contact the Publications Coordinator.

Identify need for a 
publication as part of a 

marketing plan.

School/Division/Unit Outsourced

Consider best type of 
publication to suit message, 

audience, budget and 
distribution method.

Source design and print quotes.
It is recommended you find a designer/

design agency that will not only design the 
publication, but will also print manage the 

job for you (eg source print quotes, manage 
the entire printing process).

Develop production schedule.
(eg allocate tasks & set deadlines for print & delivery).

Generate content. 
Text, images, InDesign files (if available). Consult Branding & Style 

Guide for available resources.

Receive draft PDF of publication.
Review and markup changes.

Approve final PDF of publication.

Brief designer/design agency and 
supply all content.

Provide designer/design agency 
with changes.

Send PDF to printer.

Print proofs from printer.

Print
Designer/design agency to conduct press 

checks.

Delivery.Distribute.

Review/markup print proofs.

Approve print proofs.

MDU

Consult Publications 
Coordinator for advice 

(optional).

Forward to Publications 
Coordinator for comment 

(optional).

Secure budget, develop project brief 
and decide on quantity and 

distribution method. Consult the 
Branding & Style Guide for design 

guidelines and available resources.

May go back & forth 
more than once

May go back & forth 
more than once
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