&

spk ™

SSOCIATES

SPK Packaging & Production Playbook

Prepared For:
Company:
Project Name:

Date:

How to Use This Playbook

This document is a structured project brief designed to align scope, specifications, production
coordination, and key dates before manufacturing begins. Complete as much information as
possible. If submitting through our website, SPK will review and identify any discrepancies that may
impact timeline, cost, or execution.

Section 1 — Project Overview

Project Name:
Primary Contact:
Email:

Phone:
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Target Completion Date:
Overview:

Intended Use / Application:
Print:

Packaging:

Displays / Signage:

Labels:
Fulfillment / Assembly:
Distribution:

Special Finishes:
Customer-Supplied Product Required (Yes / No):
If Yes — Planned Delivery Date:

Additional Notes:



&

spk ™

SSOCIATES

Section 2 — Key Dates

Start Date:

Purchase Order Date:

Estimate Date:

Design Start Date:

Structural Design Approval Date:
Artwork / Graphics Approval Date:
Artwork & Dieline Final Approval Date:
Pre-Production Sample Approval Date:
Manufacturing Start Date:
Manufacturing Completion Date:

Assembly Start Date:
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Assembly Completion Date:
Ship Date:
Delivery Date:

Installation Date (if applicable):

Required Approvals

Structural Design Approved (Yes / Pending):

Artwork Approved (Yes / Pending):

Dieline Approved (Yes / Pending):

Pre-Production Sample Approved (Yes / Pending / Not Required):
Customer-Supplied Product Confirmed (Yes / Pending / Not Required):

Final Delivery Verified (Yes / Pending):
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Section 3 — Specifications & Materials

Structural Requirements:

Material Selection:

Print Method (Offset / Flexo / Digital / Screen / Dye-Sub / Other):
Color Requirements:

Finish Requirements:

Special Finishing:

Emboss / Deboss (Yes / No):

Foil / Metallic Ink (Yes / No):

Special Coatings or Lamination:

Label Requirements:

Adhesive Type (if applicable):
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Environmental Considerations (Indoor / Outdoor / Cold / Moisture / Heavy Handling / Other):
Tolerance Requirements:

Master Packing Requirements:

Version Count (if applicable):

Version Control Requirements:

Section 4 — Production & Execution Coordination

Assembly Required (Yes / No):

If Yes — Assembly Location:

Assembly Start Date:

Assembly Completion Date:

Freight Coordination Required (Yes / No):

Freight Method (LTL / FTL / Parcel / Dedicated / Other):
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Delivery Appointment Required (Yes / No):
Multi-Location Distribution (Yes / No):

If Yes — Number of Locations:

Shipping List Prepared (Yes / Pending):

Special Handling or Staging Requirements:

Project Readiness Review

Scope Defined (Yes / Partial / No):

Key Dates Established (Yes / Partial / No):

Approvals Identified (Yes / Partial / No):

Specifications Confirmed (Yes / Partial / No):

Assembly & Distribution Coordinated (Yes / Partial / No):

Overall Status (Ready / Needs Clarification / Requires Review):



If any section above is marked Partial or No, additional coordination may be required before
production begins. SPK is available to review this document upon request.
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