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GRAPHICS PRE-CHECKLIST REQUEST 
Title


	
	Contact Graphics Manager to book in work request.
All QA procedures are strictly followed from design to printing.
http://www.usq.edu.au/dec/media/graphics/default.htm#Quality_
Assurance_and_Corporate _Standards
	

	
	Check our website to show you our design process
http:www.usq.edu.au/dec/media/graphics/despro.htm
	

	
	Do you need to look at the USQ Corporate Style Guide?
http:www.usq.edu.au/marketing/styleguide/a-styleguide.htm 
User name and password required for access.
	

	
	Colours    

· CMYK – full colour

· Spot colour

· PMS colours

· Black and white
	

	
	Size – Have you got the correct size of your advert, booklet, flyer, etc?
Note: Ads - Please indicate height and width in mm – Australian standard.
	

	
	Check job matches print quote specifications if you have organised the quote yourself – if not, Graphics can organise the quote with USQ Printery. If you have organised the quote please send a copy to Graphics.

Allow 10 working days for Printery to complete your job.
	

	
	If you need Graphics to obtain a printing quote, please advise the print quantity, date required and/or specific stock if required.
	

	
	Have you got a Word document for the content – proof read please and double check that all the information is correct and all appropriate people have signed off on content.

Spell check total job. This will help in the number of proofs required and will take less time to complete your job.
	

	
	If you have changes to an existing Graphics publication, please email the Graphics job number located on the back of the printed job 
(example - 09-213) to the manager with the job request.
	

	
	Program CRICOS Codes (where applicable)
	

	
	Files: Any photos are to be supplied at 300dpi – any new photos from online Photography need to include (eg. IS109) file name – or contact the Photography Section, Media Services.
Logos other than USQ to be supplied as EPS or tiff files.
	

	
	Proofs will be emailed as a low resolution PDF for you to approve or modify. The fewer the proofs, the quicker your job turnaround.
	

	
	After approval, Graphics will send a high resolution PDF to USQ Printery for a high quality printed proof. You will be contacted to sign off this proof before the final printed job goes to press.
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