
We’ve put this booklet together 
to help you through the 
proofing process, we know it 
can be a bit overwhelming!
This is what your book will 
look like when printed, it’s 
not a guide or sample so 
we want to make sure 
it’s perfect for you!

Welcome to  
YOUR 
BOUND 
PRINTED 
PROOF...
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INTRODUCING  
YOUR BOUND 
PRINTED PROOF...

We’ve put together a short guide on checking 
through your bound printed proof as we know 
how stressful it can be trying to remember 
all the different things that might need to be 
checked!

We want to make your printing journey as 
easy as possible so that you can enjoy the 
excitement of receiving your final printed 
order. If you have any questions or queries 
about your bound printed proof, no matter 
how big or small, please contact your account 
manager and they will be more than happy 
to help you - it’s what they’re there for. 

If you’re unsure who your account manager 
is then just give us a bell on 01733 898102  
or email info@bookprintinguk.com

This is your masterpiece, only you know what looks right and wrong... 
that’s why we leave the proof reading to you!

info info 
info

PLEASE REMEMBER YOUR PROOF IS HOW 
YOUR FULL FINAL PRINT RUN WILL LOOK!

(WITHIN PRINT / COLOUR ALLOWANCES)
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POINTS FOR
YOUR PROOF

 � Fit for purpose - does your product do 
what you want it to do?

 � Have you used your book? Tested it? 
Have you given it to someone to try or 
look through?

 � Do you want the pages to sit flat? 

 � Is the print finish how you expected it 
to be?

 � Would a different binding work 
better?

 � Is your book the correct size?

 � Is your cover artwork correct? Is 
anything missing? Barcode / ISBN 
etc.?

 � Have you checked the spine?If you 
ordered additional finishing, like 
ribbons etc. have they been included?

 � Is the foil positioning correct?

 � Is the paperstock right for your 
product? i.e if there are lots of photos 
you may want a glossy paper?

 � Are any elements on the pages too 
close to the edges / binding?

 � Is the order of pages correct?

 � Is your text legible? Do you need a 
bigger / smaller font size? Can you 
read the font?

 � Did you want page numbers / 
contents / copyright / title page etc. 
in your book?

 � If you have double page spreads are 
they sitting correctly?

 � Is the copyright / date / ISBN 
correct?

 � Is the spelling / grammar correct. 
NOTE Please remember you are 
responsible for checking spelling 
grammar, our company is not 
responsible for checking grammar / 
spelling errors including any made by 
ourselves as human error can happen. 

PRODUCTION

DESIGN
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Perfect Bound 
(paperback)

Perfect For:
Novels

Trade Journals and 
catalogues

Children’s books

Coil Bound

Perfect For:
Staff handbooks and 
training manuals

Learning resources

Staff and student diaries
Planners

Hardback Bound

Perfect For:
Promotional books

Coffee table books

Photo books

Biographies

Booklet (Staple Bound)

Perfect For:
Informational booklets 
and brochures

Newsletters and 
magazines

Low page counts

BINDING TYPES

Instant Quote

Place Order

Awaiting Proof  
Approval

Approve Proof or 
Amend Files

Print Order

Delivery

ORDER PROCESS 
HOW IT WORKS

£
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I’VE GOT MY PROOF NOW WHAT DO I DO?
WHAT NEXT?
If you have been through our handy checklist and you are happy with your proof, the 
next step is to approve your proof. Alternatively if amendments are needed to your 
proof before we print your full order then you will have to disapprove your proof.

There are two ways to approve or disapprove your printed, pdf or online proof:

You can contact your account manager via email or letter and explain that 
you are happy to approve your proof or alternatively disapprove your proof. 

From there your account manager will add your email into the notes of your job 
and will manually trigger the next step of either putting your full order down to 

print if approved or action any amendments supplied.

Alternatively you can log 
onto your online account 
and if you select the job 
you have received your 

proof for, there should be 
an approve bound proof or 
disapprove proof option for 
you to select. If you select 
approve bound proof, this 

will then automatically send 
your full order to print. If 
you select to disapprove 
your proof you will need 
to supply amendments 

or a new file. (This step 
is slightly different for 

online proofs*)

*Online proofs: 
If your proof is an online proof you 

will need to log in and open the 
online proof viewer to view it, for 
optimal viewing, we recommend 
this is done on a desktop. On the 
left hand side, there will be a box 
asking you to approve your proof 
or upload new files. If you would 

like to approve your proof you will 
need to select approve proof and 

if you would like to disapprove 
your proof, you can either submit 
amendments or upload new files.

Please remember that if approving, the final full 
printed order will be a replication of your proof (within 

print / colour tolerances) If you are unhappy with 
anything at all please contact your account manager 

and we will do our best to resolve any issues.
No amendments can be made once approval has 

been given - please check through ALL of your proof 
thoroughly not just any amendments, as every time 
files are worked there is margin for errors to occur.
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SUBMITTING 
AMENDMENTS 
SUBMITTING AMENDMENTS FOR A PRINTED PROOF

Once you have disapproved 
your proof you can submit 
your amendments or a new 

file which you have amended 
yourself. There are different 
processes for amendments 
depending on the type of 
proof you have received. 

Please be aware we require 
any changes in writing.

(Please note if you have 
supplied your file as a PDF 
we are unable to amend 
the file, please make any 
amendments yourself and 

resupply your complete 
PDF file. When proofs 

are disapproved you will 
receive a new PDF proof 
until you approve. If you 
would like a new bound 

proof please contact your 
account manager as this 

comes at a charge).

 � Send your proof copy back to us at our FREEPOST 
address with amendments marked inside the book or 
with an enclosed letter

 � Write the amendments you require in an email to 
your account manager or info@bookprintinguk.
com and include your BPUK quote number

 � You can amend the files yourself and resupply either 
via your online account or email

SUBMITTING AMENDMENTS FOR AN ONLINE PROOF

 � On the online proof viewer you 
can select to add notes onto 
the individual pages which our 
designers will then action for you

 � You can also submit new files 
which you have amended yourself 

 � You can supply your amendments 
written in an email

When submitting amendments please ensure you write the page 
number, paragraph number, line number and the amendment.

Once you have submitted your amendments your order will 
go back into our design queue where our designers will 
carry out any changes and create a new proof for you.



AH!! I DON’T KNOW WHO MY ACCOUNT MANAGER IS!!

Not a problem at all! Just either ring us on  
01733 898102 or email info@bookprintinguk.com

HELP!
Caroline

Caroline@bookprintinguk.com

C

IF YOU HAVE ANY QUESTIONS 
OR QUERIES, OUR AMAZING 
ACCOUNT MANAGERS ARE 
ON HAND TO HELP YOU!

N

Natalie
Natalie@bookprintinguk.com

Jozanne
Jozanne@bookprintinguk.com

J

Sam
Sam@bookprintinguk.com

S

OUR DESIGN TEAM

M P D

Mark Paul Davina

T

Tim



BookPrintingUK specialists in stress-free printing | 8 

As standard the company will 
supply the customer with 1 proof 
copy of their work before printing 
the full order. The customer will 
choose if they want this to be a 
printed proof or in PDF format. 

If the customer wishes to change 
their proof type (printed or PDF) this 
will be charged at the current proof 
rate, the customer will be informed 
before the company continues with 
the order. 

If the customer requires further proof 
copies these will be charged at the 
current proof prices. The company 
will inform the customer of any extra 
costs due to further proofs before 
adding the cost to their order. 

It is the responsibility of the 
customer to fully check their proof 
before approving the full order for 
print. 

If the customer requests 
amendments, corrections or 
changes to style, an extra charge 
may be applicable, and we will still 
require your proof approval.

If you have requested for the 
company to make any changes to 
your work, it is still the responsibility 
of the customer to fully check a 
second proof. The company will 
not be responsible for checking for 
layout, spelling or grammar errors, 
even if made by us. 

If a customer notices an error in 
the final order the company will 
refer back to the proof that was 
approved by the customer. If the 
error was in the proof, then the 
company accepts no responsibility 
or liability for this. Any reprints will 
be charged at the full order price. 

Unless the customer has paid for a 
proofreading service the customer 
will be responsible for checking for 
any errors in layout, spelling and 
grammar.

If the customer chooses to have a 
PDF proof, they accept that PDF 
proofs may not provide an accurate 
colour representation of the final 
work. 

We recommend for orders where 
the colour is of concern that the 
customer opts for a printed proof. 
The company cannot be liable 
for colour reproduction where the 
customer has not had a printed 
proof. 

If you are attempting to colour 
match please request a test page as 
colours vary from monitor to print. If 
a hard copy proof is not requested, 
you will be liable for any errors or 
colour variations.

Any test pages or experimental 
work carried out at your request will 
be charged at the agreed rate.

SO... OUR TERMS 
AND CONDITIONS


