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Overview of the SOP - When editorial team changes production dates, this SOP explains 
where to put date changes/updates and how to send to Call Kodi (magazine printing company) 

Resources  
 
Updated Production Schedules - Google Sheet: 
 
https://docs.google.com/spreadsheets/d/1uWrOyeZB6tlki36EZz3h0vCqR6_tCkRF3kQr3yQodZg
/edit#gid=0 
 
Production Calendar: 
 
https://docs.google.com/spreadsheets/d/1tpeWMeESbU-xum_GLga5lw71Q3H4KPxGxn3cQoG
EY3Y/edit#gid=118651920&fvid=1776672473 
 
 

Main Section 1  
 
 
 

1.​ Check “Upload to Printer” date for specified magazine in the Production Calendar 
Google Sheet. 

 

https://docs.google.com/spreadsheets/d/1uWrOyeZB6tlki36EZz3h0vCqR6_tCkRF3kQr3yQodZg/edit#gid=0
https://docs.google.com/spreadsheets/d/1uWrOyeZB6tlki36EZz3h0vCqR6_tCkRF3kQr3yQodZg/edit#gid=0
https://docs.google.com/spreadsheets/d/1tpeWMeESbU-xum_GLga5lw71Q3H4KPxGxn3cQoGEY3Y/edit#gid=118651920&fvid=1776672473
https://docs.google.com/spreadsheets/d/1tpeWMeESbU-xum_GLga5lw71Q3H4KPxGxn3cQoGEY3Y/edit#gid=118651920&fvid=1776672473


 

2.​  
 

3.​ Open Updated Production Schedules Google Sheet and update the dates according to 
the Production Calendar dates 
 

4.​  

 



 

Main Section 2 Emailing Call Koldi Printers the updated production schedule 

 
1.​ Compose an email to Patricia Rodriguez from Call Kodi patricia.rodriguez@callkodi.com 

and cc Fenny Tan from Call Kodi fenny.tan@callkodi.com also cc Patrick Lomas from 
Call Kodi patrick.lomas@callkodi.com  

2.​ Explain in the email the production date changes and give the new dates and include the 
Google Sheet link for the Updated Production Schedules Google Sheet in the email. 

3.​ Example of email: 
 

 
To clarify – we would like to move our Golf Inc upload date to 8/16/2023.  We recognize that this 
will change our comail date.  Please let us know when the new dates will be. 
  
Also – We will be uploading preLaw by 8/16/2023 as well (This is no change to your schedule.).  
We may get it uploaded a bit earlier than that, but we understand that it will not be processed 
until 8/16/2023 
 
Please refer to this Google Sheet link for the date changes:   
 
https://docs.google.com/spreadsheets/d/1uWrOyeZB6tlki36EZz3h0vCqR6_tCkRF3kQr3yQodZg
/edit#gid=0 
 
  
Thanks for your help and understanding as we get through this process. 
  
Mary Curtis 
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