
Job types 
1. Regular jobs: Posters, leaflets, flyers, business cards, etc.  
2. Larger jobs: Brochures, exhibition boards, external marketing, magazines, oversized print, and bespoke design work. 
3. Urgent jobs: Last-minute from Rectorate Team. 

Deadlines
• Job type 1: Please allow up to 10 working days for regular jobs.
• Job type 2: Please allow longer for larger jobs. Staff are advised to contact the Design team as soon as they are aware 

of an upcoming job, to discuss requirements and deadlines. This is to ensure jobs can be accommodated alongside 
current workloads. Design may need to advise on a project delivery time plan, in order for the proposed final deadline to 
be met. 

• Job type 3* (special circumstances): Design will immediately inform Sue Kelly or Dr Penny Haughan to discuss 
Design List priorities. 

Job Type 1

Design brief submitted to  
the Design Team via  

design@hope.ac.uk email. 

Design Team add job to the  
Design List.

Job discussed, prioritised and 
Designer assigned at weekly Design 

Meeting.  

Once final approved content and 
imagery (if applicable) has been 
supplied, Design to begin work. 

Design send proof copy back to 
job submitter for final checks and 

approval.

Job submitted to send any amends or 
give final sign off. 

Job submitter to send print request 
to Reprographics and cc.  

design@hope.ac.uk in to the email, 
so work can be sent across.  

Job Type 2

Design brief submitted  
to the Design Team via  

design@hope.ac.uk email. 

Design Team add job to  
the Design List.

Job discussed, prioritised and 
Designer assigned at weekly  

Design Meeting.  

Design will contact the job submitter 
for more information/to arrange 

discussion on requirements. This may 
include: Design/stylistic approach, 

images, layout, specifications, project 
delivery time deadlines, and content. 
Additional members of the External 
Relations Team may be included in 

discussions when necessary. 

Once final approved content and 
imagery (if applicable) has been 
supplied, Design to begin work. 

Job submitter to inform 
Reprographics of the impending  

print run deadline.

Design send proof copy back to 
job submitter for final checks and 

approval.

Job submitted to send any amends 
or give final sign off. 

Job submitter to send print request 
to Reprographics and cc. design@
hope.ac.uk in to the email, so work 

can be sent across.

Job Type 3 
(Special circumstances)
Staff are advised that workflow 
3 should only be required under 
special circumstances with the 

approval of Senior Management.

Design brief submitted to  
the Design Team via  

design@hope.ac.uk email/and  
job submitter to follow up  

with a phone call to discuss. 

Design Team to immediately  
inform Sue Kelly/Dr Penny Haughan 

to make a decision on Design List 
priority. 

Job actioned as soon as final 
approved content and imagery  

(if applicable) has been supplied.

Job submitter to inform 
Reprographics of the  
impending print run.

Design send proof copy back  
to job submitter for final  

checks and approval.

Job submitted to send any  
amends or give final sign off. 

Job submitter to send print  
request to Reprographics and cc. 

design@hope.ac.uk in to the email, 
so work can be sent across. 
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