Is My Product Ready for Production?

This tool serves as a mini check list for prepping your product when you send it to the design team. If you got the
answer “No” for the questions marked with an asterik, your product is NOT ready for production. Before sending the

final word document using the TW__Production.docx, make sure to do the following:

Does your product have endnotes?

Jump to
step 4.

yMll Are the endnotes complete?

Example: “Immediate College Enrollment
Rate.” National Center for Education

Statistics. Feb 2019. https://nces.ed.gov/

programs/coe/indicator_ cpa.asp.
Accessed 11 Feb 2019.

« All links must be hyperlinked.

+ We use MLA format; review the
style guide.

- All endnotes must be final before
Comms starts prepping your product.

Incomplete

endnotes will
be returned to
the author(s).

Are endnotes at end of your paper?

Great! Convert the
footnotes to
| endnotes.

Are the authors, title, and product
type identified?

Please
identify
them.

Did you indicate where charts and
graphics go in the product? We also
need excel file with label axis, titles
and source information.

Please
indicate.

Have you met with the design team?

| If you have
more than

3 visuals
please set up
a meeting.

Awesome!

Do you want to add pull quotes or

canned tweets? If so, where should
they be?

Great. Mark No worries!
them with It’s not
notes in the mandatory.
word file.

Lastly, did you tell us your specific
ideas for the header image?

we'll
brainstorm
with you.
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