
1                                                                                                             ©Joyce Jagger, The Embroidery Coach 

 

 
Artwork Tracking & Timing Form 

Keeping track of all of your time that is involved with each design is extremely 

important.  Whether you are setting up a design using your embroidery fonts, adding a 

stock design or digitizing the design from scratch; they all take up your time and this 

should be charged to the customer. 

As you start working with you customer and their design, you need to keep track of the 

time that you have involved in it.  If you have to get the design ready to go out to the 

digitizer, you are spending time on that design.   

There are several steps that you take before you embroider the design onto the 

customer’s garments. 

 Talk to the customer about the design 

 Plan out the Design 

 Layout the Artwork  

 Email copy of artwork to customer for approval 

 Set up the Design or send it to the Digitizer 

 Run off the Design at least once sometimes more after editing 

 Email copy of design to customer for approval 

 Fill in the Embroidery Room Worksheet ( Include in program)  

 Prepare Job folder with instructions for Production 

 Staple all paperwork together for billing 

 

All of these steps are costing you money and you need to keep track of each one of 

them. Most embroiderers are charging by the stitch count.  If it comes back from the 

digitizer and you are charged $45.00 for that design, this is what you are charging your 

customer.  Most embroiderers that set up their designs using the fonts from their 

software and sometimes add a stock design, do not even charge for this service.   

 

This is a huge waste of your time.  You need to keep track of every step that you are 

performing for your customer, and charge for it.  Start filling in the tracking form as you 

go through each step and you will quickly find out exactly what all of this is costing 

you.   


