	[image: A blue and black rectangle with white text

AI-generated content may be incorrect.]
	Title:
ARTWORK & DATA PROCEDURE
	Document URN: BP 1035

	
	
	Version: 26.0

	
	
	Last Modified: 22.06.26

	
	
	Modifier: W Stanford



PURPOSE
The purpose of this procedure is to ensure that all activities related to the creation of Print-Ready Artwork Files and fully audited, formatted and sorted Data files are dealt with quickly, effectively and via a standardised process, whist ensuring they meet or exceed all Quality, Environmental and Security Requirements.
PROCESS
i. Artwork
There are two methods by which a Client can request support for Artwork. The first is that BP are requested to design and produce the artwork from scratch, meeting all the Client’s needs and achieving the final document specification they require. The second is that the Client supplies their own artwork already designed, requiring BP to check and create the Print-ready version.
i.i Artwork Design
Once the Client specifies they require an Artwork design service, the procedure steps listed are implemented and followed:
· Client Design Brief (BP 1025) – Account Manager provides the Client with a Design Brief and supports them during the completion. Each version of the brief is reviewed and returned (if necessary) until the brief is complete to a satisfactory level of information
· Design – The completed Brief is then passed to Studio, along with the related Job Bag Work Sheet. Studio design a first draft (PDF Proof) which is reviewed internally, then forwarded to the Client by the Account Manager for acceptance and/or feedback.
· Acceptance – The stage above is repeated until the Client is happy with the output. Once the Client confirms acceptance that Proof is electronically stamped ‘Approved’ with the date and name of the Client staff member who gave approval, then filed in the Job Folder.
· The above process stages are repeated for each component of the Job, until all elements have been approved and the Job is in a position to pass to production.
i.ii Client Supplied Artwork
Some Clients have their own design departments or use a 3rd party marketing/design company to generate the artwork for their campaigns. If the Client states that they will be supplying artwork the following procedure is followed:
· Artwork Checklist (BP 1024) – Account Manager provides the Client with an Artwork Checklist which identifies the specification in which the Artwork is to be provided.
· Artwork Validation – All artwork received is stored in the Job Folder and marked as client supplied. Studio will inspect each file against the requirements on the Artwork Checklist and the specifications listed on the Work Sheet. Any file found not to meet the required specification will be returned to the Client by the Account Manager, reporting all issues and requesting an updated / corrected file be supplied.
· Acceptance – The stage above is repeated until all artwork is validated. Studio will then generate high resolution PDF proofs that are sent to Client for acceptance. Once the Client confirms acceptance that Proof is electronically stamped ‘Approved’ with the date and name of the Client staff member who gave approval, then filed in the Job Folder.



ii Data
If the client requires a job to be mailed then there will be a requirement to provide a data file, which at a minimum will contain the name and address of multiple recipients. The data specification/content will be assessed prior to receipt so that the correct Security rating can be applied to the data and job (see BP 5003 Information Classification Directive). Once the security classification is identified the job will proceed as follows:
· Data file(s) will be transferred using a secure portal (such as Blue Print FTP site, Drop Box etc.)
· All files will be password protected, which will be supplied via a separate process (e.g. email)
· Account Manager will validate the format and content of the data and record details on a Data Count Sheet (BP 1101)
· Data file is then sent via Blue Print FTP to W8 Data for auditing. A PO is raised detailing instructions for the data audit.
· W8 Data completes the Audit and supplies an Audit Report and itemised quotation
· Account Manager reviews with client, then confirms the selected services and price with W8 Data
· W8 Data completes the process and transfers the amended data file back to Blue Print
· Account Manager updates the Data Count Sheet with final information, seeds, samples etc.
· If the job requires a specific mail sortation then the cleansed file will be sent to the relevant mailing agent (such as Royal Mail, Citipost)
· The agent will complete a sortation based on the service identified and supply the sorted data file back to Blue Print along with:
· Line Listing
· Bag/Tray Label file
· Upload file for booking in (SQ Lite / Gemma)
· Once complete, received and validated, the Audit Report, The W8 Quote and the Data Count Sheet are stapled together and added to the Job Bag
iii Print Files
When a fully formatted, sorted data file is received, Studio will:
· Create a ‘PERSO PROOF’ using selected live data and approved base artwork, then store the password protected pdf in the Job Folder.
· Account Manager will send Perso Proof to client for final acceptance.
· Once the Client confirms acceptance that Proof is electronically stamped ‘Approved’ with the date and name of the Client staff member who gave approval, then filed in the Job Folder.
· Create a complete LIVE FILE and load it to the specified printer RiP. A copy is stored in Job Folder> Data> Production Files
iv Secure Deletion
The Account Manager will set up a MILESTONE in the WorkFlow job to delete the data file from the Job Folder 90 days after despatch.
The Production Manager will review the printer Rips quarterly as part of the 27001 quarterly audits and delete any print files that have exceeded 30 days from despatch.
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