SAMPLE TAB ORDER AND PRODUCTION TIMELINE

Fax Memorandum

DATE:
xx/xx/xxxx

TO:
XXX



FAX #:  (XXX) XXX-XXX


Printing Company 

FROM:
Assistant


Program Assistant, phone (XXX) XXX-XXXX

SUBJECT:
Tabs for Syllabus binders for the <<Date>> Tuberculosis Intensive Course 
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We will need syllabus binders for the Tuberculosis Intensive course on <<Date>>.  Please use the same font and format on the cover (front/back) and spine from the 

<<Date>> binder.

Tuberculosis Intensive

<<Date>>

San Francisco, California

We will need 27 – 2 inch round ring, white clearview binders.  Let me know if the following timeline is sufficient time for your production team to have the binders finished.

Timeline:

· 6/18 noon
Assistant sends 1st Draft to Printer

· 6/24 AM
Printer delivers 1st proof to Assistant

· 6/26 noon
Assistant sends 2nd Draft to Printer

· 7/2 4PM
Printer delivers 2nd proof to Assistant

· 7/7 AM
Assistant sends Final Draft to Printer 

· 7/11 4PM
Printer delivers completed syllabus to Assistant

