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State of Oklahoma
Department of Central Services

Dear User:

In 1968 Central Printing was created and placed under the Office of Public
Affairs. Legislation was passed whereby Central Printing could serve other
state agencies and governmental entities.

Central Printing has grown tremendously since 1968; we now produce top
quality products from forms to multi-color printing. We also provide high
resolution printing, typesetting and assistance to customers in designing
brochures, newsletters, books, and business cards. We produce almost
every printing need for our customers in-house, from layout to mailing the
finished product.

Central Printing, a division of the Department of Central Services, does not
receive any appropriated state funds. Revenue is derived solely from the
services it renders to user agencies, departments and other governmental
entities. As aresult, Central Printing must be cost-effective in utilizing each
state printing dollar.

We serve more than half of all state agencies, providing services that include
the printing of letterheads, envelopes, business cards and publications such
as budget reports, annual reports, rosters, legal rules, regulation manuals,
advertising materials, newsletters and carbonless forms.

This guide to cost-effective printing has been developed as a service to all
governmental entities that use Central Printing. Our collective mission is to
become more efficient in the use of printed material, particularly as we face
cut-backs and greater demands for services.

Sincerely,

Staff of

Department of Central Services,
Central Printing Division

2120 NE 36th ¢ Oklahoma City, OK 73111 e Phone (405) 425-2714 e Fax (405) 425-2717
| http://www.dcs.state.ok.us/OKDCS.NSF/htmlmedia/central_printing.html |
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Compiled and printed by
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Grateful acknowledgment is extended to the Central Printing production
staff for the special efforts made to make this book possible. Without the
help of a totally supportive staff of professional people, this manual could
never have been prepared. Thanks also to the State of [daho and the State
of Georgia for the input they provided.

Front Cover: Central Printing sign, designed by James M. Williams,
Department of Central Services, Construction and Properties Division

Central Printing is located at
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Oklahoma City, OK 73111

Telephone: (405) 425-2714
Fax: (405) 425-2717

This publication was printed by Central Printing, as authorized by Pamela
M. Warren, Director of Department of Central Services. Copies have been
deposited with the Publications Clearinghouse of the Oklahoma Department
of Libraries.
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INTRODUCTION

Printed matter serves people well in many ways. Printing is a broadly
humanizing phenomenon. It can educate, inform, persuade and beautify.
Aboveal, itisameansof communication - an extension of humanintellect.

Printing within the realm of State
Government needsto beacost-effective
and timely process. This can be done
moreeffectively if the personintheuser
agency who is called upon to produce
a piece of printed matter is better
informed of printing procedures.

This manual was designed with that person in mind. Each step of the
printing process, such as planning, design, and actual production is
discussed and illustrated where possible.

Central Printing sincerely hopes this manual will increase the user
agencies’ knowledge of the printing process, which will result in better
communication and reduction of printing costs.

CENTRAL PRINTING

Mission: To provide high-quality printing services professionally,
economically and conveniently to stateagenciesand governmental entities.
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FACTORSAFFECTINGYOUR PROJECT

I.PLANNING & PREPARATION: PRE-SUBMISSION OF COPY

A. PLANAHEAD

Rush jobs, while sometimes necessary, place a high
demand on rescheduling and may incur asurcharge. Under
pressureto hurry ajob through, the requesting party and
the printer can make mistakes dueto lack of planning.
Try toanticipateyour needsasfar in advanceof delivery
aspossibleand avoid the* costly” rushjob. (Pleasesee
Appendix “B” for information on the customs of the
printing trade.)

On an everyday basis, Central Printing plans for a
minimum of 10 to 14 working daysfor completion of
an ordinary order. For simple reprints, timing starts
when the order isentered asaJob Ticket. For anitem
requiring changes or an “Approval to Print”, timing
begins when the FINAL “Approva” is received at
Central Printing.

“Haste Makes
Waste” was never
more true than in the
printing business.

To produce Rush Jobsin our Print
Shop, wemust set aside other scheduled work, causing
delay and inconvenience to agencies who have pre-
plannedtheir work. Pleasedonot mark your job ASAP,
asall work isscheduled on an “ assoon aspossible’
basis. If you haveadeadlinedate, list thisdate.

IMPORTANT NOTICE!!!

There is a four-week period from January 1 to
February 1 when thePrint Shop iscommitted to printing the Executive
and L egidative Budget booksand their support documents. Any work
intheshop may beset asdeand norequestswill begiven priority over
thisbudgetary printing.

“You Wént it when?”

Agenciesneed toplan their annual reports, special reports, newdetters,
and formsprinting so that these can be completed beforethisperiod.
Any ordersreceved after January 1 will beprinted assoon aspossible.
Rush jobsmust bebrought to our attention and theduedateagreed to
by Central Printing. While orders will continue to flow through
production duringthisperiod (in between thebudgetary printing), we
cannot be held responsible for meeting deadlines not specifically
scheduled in advance.



STAGING:

Design, layouts, choices of paper and ink, estimates

Preparing Your Specifications: It isvery important to make decisions
regarding the printing of a publication before it is submitted to Central
Printing. Our office personnel are availableto assist you onceyou havea
fundamental idea of what you want. Learning the varioustypesof paper,
cashing in on assets such astexture and color, working within the limits of
coatingsand weights, and using theright ink: all these contributeto your
successful, cost-effectivedesign.

Trytoprovidethisbasicinfor mation about your publication:
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You should have anideaabout the approximate size of the printed page of
your job. It may be economical to changeyour suggested sizedightly
(because of the sheet size needed by
thepressto beused), butit will helpto
know thesizeyou prefer.

You should know what kind of paper
(text) and cover you desire. Samples
of text and cover stock are available
in sample bookletsfor you to choose
from at our office.

Don’t let the number of copies
remain amystery until you are ready
to go to press. Paper must be ordered and plans made, based on the
quantity youwish. Decideinadvance! Requesting an estimatefrom Centrd
Printing may helpwiththis. (Seedso* Standard Quantities’ onpage7.)

If you have ajob requiring colored inks, use the Pantone Matching
System chart for the desired color. We haveaPMS chart available at
our office for you to choose from. Remember that extra color means
an extrapress run and extraexpense! However, screens can be used
to achieve similar effects.



10.

If you haveillustrations, clip art or photographs, bring them along. Use
originalsthat are clear and sharp.

If you cannot estimate the number of pages or amount of body copy
accurately, be sureto bring the manuscript with you when you consult
with us. It isimportant to know the size of thejob.

Pre-plan the design of your job or publication. Graphic design may
look easy but actually it is very difficult. Our Graphic Design
personnel will design or assist you in designing your publication.

You should have someideaof the style of binding you want.

Try to anticipate your needs asfar in advance as possible. Asarule,
Central Printing requires a minimum of 10 to 14 working days for
ordinary jobs. Rush jobs, while sometimes necessary, disrupt Central
Printing’s production schedul e and create extra cost.

If your agency received an estimate before submitting your job for
printing, pleaseincludethe price quoted with your order Thisenables
Central Printingto assurethefinal priceisasquoted orisasclosetothe
estimated cost aspossible.




SCHEDULING

Considering the following factors can often prevent errors and poor
working relationshipsin getting your request filled in atimely manner.

1

10.

Is all material complete and accurate before it goes to the printer?
Changes during production can affect your delivery date and incur
extracharges.

Are there special effects required? These add production time to
your order.

Is the quantity enough to last? Small orders run faster; however,
repeated orders require additional set-up fees.

Isthe quantity too large for the deadline requested? Are“partials’ of
the amount acceptable until thejob iscomplete?

How many production stages are required to give you the finished
product?

Each step adds time to your delivery. (Example: jobs requiring
typesetting, printing, collating and stitching take longer to produce
than jobs which are printed and wrapped only.)

Isyour deadline critical to your operation? Have you conveyed that
to the Print Shop staff?

Areyou requesting astandard stock item? Specialty papersor custom
envel opes can take aslong as 30 days to procure.

Will al the work be completed in-house or does it require outside
labor? (Example: foil stamping isnot done at Central Printing.)

Thelength of time your agency delaysthe® Approval to Print” of the
typesetting proof or blueline can slow down your job.

See also Appendix B.
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STANDARD QUANTITIES

Please try to reference the information listed below when placing your
orders. In general, you should order the actual amount you need, rather
thanjust “by thebox”. Using theinformation below will help your agency
and Central Printing when ordering.

Businesscards: 250 =%2box (minimum order); 500 = 1 box; 1,000 = 2
boxes

Sationery Envelopes.

All ordinary stationery envelopes (#9 & #10 size) come in 2,500 per
case. Thereisaminimum-order amount of 500, as small boxeswithin a
case will not be “broken”.

L argeFormat Envelopes:

Therearetwo basictypesof largeformat envel opes:. catal ogs and bookl ets.
Catdog envelopesare normaly brown kraft or whitein color and open aong
theright edge. Booklet envelopesarenormaly whitein color witha gumflap
closure along thetop edge. Thereisaminimum-order amount of 500.

Sze

Closurefor envelopes.
6x9 gumflap
‘;’-3 >1<09-5 self seal or latex
9x12 clap
95x125
10x 13
10x 15
12x15.5

Special-order Envelopes:
Theseare soldinaminimumamount of either 5,000 or 20,000, depending on
theextent of the customization the manufacturer must buildinto your envelopes.

L etter heads:
Stationery isavailable at 500 per ream (the minimum order); acase contains
5,000 sheets.

(All ordersarewrapped in plastic at 500 sheets per package, unless
specified differently when ordering.)



ESTIMATING COSTS

With tight budget constraints, it may sometimes be necessary to have an
estimate of your job beforeit istypeset or printed. Our office personnel
are ableto give you an approximate cost once they work with you on the
specifications. Giving estimatesof any complexity without viewingthemeaterid
firstisdiscouraged, sinceitisvirtualy impossibleto give an accurate quote.
Evenfor asmpleone-pagefaxed sample, wewould need exact descriptions
of thetexture, color, and size of the paper or envel ope, the color(s) of ink, any
specidty treatment such asfailing, embossing or die-cuts, and al other relevant
information. Thisalso appliestojob orders.

Central Printing’s typesetting services are not priced “by the line,” but
done*“by thejob.”

Neither our estimates nor pricingisfigured “ per piece,” but “ by thejob.”

If your agency is given an estimate number, please be sure to include it
and/or the price quoted when submitting your job for printing. Please
remember that the estimated prices are guaranteed for 30 daysonly.

STATUSCHECKS

Each printing request received by Central Printing isassigned ajob ticket
number. The Job Ticket isthen forwarded to the proper department. The
Shop Supervisor makes daily checks of all work in progress, and on
request, we can usually notify you by the next day of the progress of your
printing.

Contact the front desk first with any concerns about ajob: initiating one,
finding out costs, checking ajob’s status, or questioning adifficulty.

If for unforeseen reasons the delivery date cannot be met, we will call



you in advanceto make other arrangements. Central Printing will waysdo
whatever isnecessary to meet your agency’sneedson jobsthat are urgent or
of acritical nature.

B. FACTORSAFFECTING YOUR DESIGN: SELECTION OF
PAPER AND INK S

PAPER: FactsYou Should Know

Many factors must be considered in the selection of an appropriate stock
for your document. Is the material to have any aesthetic value? Will
specia treatments be required, such asfolding or padding? What isthe
intended use of the document, and what degree of longevity isrequired?
Isthe desired stock readily available, or must it be ordered? Isalighter
weight paper more suitable to reduce mailing costs? For what type of
pressisthejob best suited, and can the desired stock be used on that type
of press? Central Printing will discussthese and other important questions
with you to help determine the best and most economical stock for your
needs.

Weight vs. Opacity: Paper is described in terms of weight: 60# stock,
80# stock and so on. Thisrefersto the weight of aream of that particular
stock inits uncut size. Weight can be a plus or a minus factor in paper
choice. Aswithtexturesor coating, the design and its purpose dictate the
weight of the paper for the project. Pieces that will be perforated or
scored require more weight than those that will not. Opacity is a paper
characteristic apart from weight. It refers to how much light penetrates
the stock, or how sheer itis. Thisisan important factor when the sheet
will be printed on both sides. Though the paper may be arelatively light
bond or offset, the sheet must be sufficiently opague to make both sides
readable. Thetrick isto choose no moreweight than the design demands.
Choosing a paper that istoo heavy is an expensive mistake. You pay for
the extra weight of the paper and could pay again for increased mailing
and/or shipping costs. Mailing piecesin particular must be heavy enough
towithstand therigorsof the mail but not so heavy that they incur exorbitant
postage costs.

Even more savings are possible by considering the price differencesin
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the“finish” of the paper. One exampleisthe use of 20# sul phite, 50# or 60#
white“offset” finishinstead of a“glossy” or “text” paper. Thiswould bemore
economical and your job would have aquicker turnaround time.

Thefollowinglistisonly asmall sampling of the hundredsof different typesof
paper available. We will be happy to helpif you need aspecial paper for a

specificjob.

Standard divisions: Papers are generally defined in terms of their use.
Theusual divisionsare: sulphite, bond, text, coated, offset, cover, index,
carbonless (NCR), and recycled.

#1 or #4 Sulphite: Thispaper iscommonly used for businessforms. Itis
available in white and standard colors.

Bond 25% cotton content: This paper is most commonly used for
letterheads. Itisdesigned to accept ink readily from apen, typewriter, or
printer and is erasable.

Text: Designed for interesting texturesand colors, these papersare used
for booklets, announcements, brochures, etc. and are ideally suited for
offset lithography.

Coated: Designed for offset printing, this paper is coated to resist the
moisture level of offset printing. Itisideal for color printing and photos.

Cover: Developed for durability and dimensional stability, these are
sometimesjust heavier weightsof text and coated stock in matching colors.

Index: Aninexpensivestiff paper, it isreceptivetoink and can beobtained
insmooth or antiquefinish.

Carbonless (NCR): For multiple copies of forms; no carbon paper
required; comes as“sets’. You can save your agency money and time by
accepting the standard NCR color sequences. As carbonless papers are
difficult to collate, paper houses now sell this product pre-collated in a
set sequence of colors, asfollows:

2-partforms.  white, canary

3-partforms:  white, canary, pink

4-partforms.  white, canary, pink, goldenrod

5-partforms.  white, green, canary, pink, goldenrod

6-partforms.  white, blue, green, canary, pink, goldenrod
10



Changing your present color sequence of formsto those above may present a
brief period of adjustment for your staff, but will result in aquicker turnaround
timeand cost savings.

Another method of saving money with multiple-copy formsisto reduce plate
changes. Printingtheentire*routing” code onal sheetseliminatesthe press
changes of separate plates for each copy. For example, useasingleline
(usually at the bottom of thepage) ondl sheetsasfollows: “White- Customer,
Canary - Centra Printing, Pink - File, Goldenrod - Shipping,” etc. Asplates
arequiteexpensiveand presstimeisoneof our highest-cost items, thisminor
change could hel p reduceyour costssignificantly.

Recycled Papers: This paper is available in awide variety of weights
and colors. The average recycled paper is 50% recycled & 10-15%
post-consumer waste.

Centrd Printingiscommitted to providing high-qudity printingwith the use of
recycled paper. Inorder to do this, we havereplaced all our non-recycled
copy paper with recycled copy paper. Ordersfor stationery, businesscards,
standard sequence carbonless (NCR) formsand copies of formsare being
printed on recycled paper. Should the use of recycled paper not meet with
your approval, please state so on your order. Otherwiserecycled paper will

beutilized.
11



INK SELECTION

Centra Printing usesthe Pantone Matching System for color coordination
of inks; we have color samples availablefor view. Central Printing uses
environmentally-safe soybeanink inall PMScolors.

If you are designing in a graphics program, please note the colors as
specified by your application. They often will bethe PM S color-number
or equivalent, and this could be useful information for Central Printing.

Bear in mind that the more colors you intend to have printed, the more
expensive and time-consuming your project will be.

12



STATE PRINTING STANDARDS

Restrictions on printing are minimal, allowing any agency considerable
freedomin design and layout. Those guidelinesthat do exist are based on
good sense, environmental, and cost-saving factors.

Satewide GraphicsStandar ds:

1. Letterheadsand envelopes (Minimum order of 500 for either of these)
Design: Attheagency’sdiscretion. However, we suggest that whenever
possible do not use persona namesandtitles. Keepthedesignfunctiona
by using only theagency title, location, telephoneand fax numbers, Internet
address, etc. Every nameor title changerequiresthe expense of typeset-
ting, new negativesand plates, and reprinting.

Stock: The standard letterhead is printed on 25% cotton recycled
white bond. (A lesser-cost 20# white bond is available.)

Ink: The graphic standard letterhead is printed in PMS 280 (blue)
soybean ink with afour-color state seal. (PLEASE NOTE that the
four-color state seal isavailablein only one position on both let-
terheads and business cards.) Envelopes are printed in al PMS
280 (blue) to match. However, agencies may choose any color(s) for
letterheads, envelopes, labels, etc. If you do use any color(s) other
than the standard, you MUST include a printed sample from a past
order with any further orders so that the ink(s) can be matched. You
may also specify PM S colorsif you have no sample.

2. Businesscards (Minimum order of 250)
Design: At the agency’sdiscretion. However, we offer the choice of
the statewide graphics standard business card, with the four-color
seal. (See NOTE above.)

Stock: 80# recycled Vellum-finish. Agencies may choose from a
variety of other stocks available.

You must include aprinted sampleif possible, to assure amatch of the

13



ink, paper, and design. It should be stapled or taped to a piece of paper.

Graphic standard business cards are printed in PM S 280 (blue) with
thefour-color state seal. However, agencies may use any color(s) of ink.

All information to be printed on the business cards MUST beincluded
when ordering, to help expedite your order. Keep the information
brief to enhance cards' readability.

All business cards are standard size, at 3 Y2 x 2. Orders arefilled in
lots of 250, 500, 1,000, 1,500 and 2,000.

COST STATEMENTS

It isyour responsibility to check whether your agency is required to
place acost statement in any publication; you will need to furnish this
disclaimer. You must also keep it updated, any time thereis achange
to the number of copies printed and/or to the cost involved.

DOCUMENTSWHICHARE ILLEGAL TO COPY:

Congress, by statute, has forbidden the copying of the following
subjects under certain circumstances. Penalties of fines or
imprisonment may be imposed on those guilty of making such copies.

Obligations or Securities of the United States Gover nment, such
as:

Certificates of Indebtedness; United States Bonds, Federal Reserve
Notes; Fraction Notes; National Bank Currency; Treasury Notes; Silver
Certificates; Gold Certificates; Certificates of Deposit; Couponsfrom
Bonds; and Paper Money.

Bondsand obligations of certain agenciesof the Government suchasFHA,
etc.

14



Bonds. (U.S. Savings Bonds may be photographed only for publicity
purposesin connection with the campaign for the sale of such bonds.)

Internal Revenue Stamps. (When necessary to copy alegal document
on which there is a canceled revenue stamp, the reproduction of the
document must be for lawful purposes.)

Postage Stamps: canceled or uncanceled. (For philatelic purposes,
Postage Stamps may be photographed, provided that the reproduction
isin black and white and is less than % or more than 1 %z times the

linear dimensionsof theoriginal.)

Postal Money Orders, Bills, Checks, or Draftsfor money drawn by or
upon authorized offices of the United States.

Stamps and other representatives of value, of whatever denomination,
which have been or may beissued under any Act of Congress.

Adjusted Compensation Certificatesfor Veterans of the World Wars.

Obligations or Securities of any foreign Government, Bank, or
Corporation.

Certificates of Citizenship or Naturalization. (Foreign
Naturalization Certificates may be photographed.)

Passports. (Foreign passports may be photographed.)
Immigration Papers.
Draft Registration Cards.

Selective Service Induction Paper swhich bear any of the following
information: Registrant’searnings, incomeor previous military service.

15



Exceptionswhich may be photographed: U.S. Army and Navy discharge
certificates, the Registrant’s dependency status, physical or mental
condition, and Court Record.

Badges, | dentification Cards, Passesor Insignia carried by Military
or Naval personnel or by members of the various Federal Departments
and Bureaus, such as FBI, Treasury, etc. (unless photograph is ordered
by the head of such department or bureau).

Copying thefollowing isalso prohibited in certain states: Automobile
Licenses, Driver’sLicenses, Automobile Certificates of Title.

Copyrighted material of any kind without permission of the copyright
owner.

(The abovellistisnot all-inclusive, and no liability is assumed for its
completeness or accuracy. In case of doubt, consult your attorney.)

COPYRIGHTED MATERIAL
It is your responsibility to check concerning the use of copyrighted
materials. In most cases, you must supply a copy of the written

permission to Central Printing in order to reprint theitem(s).

Dueto legal liability, Central Printing will not reproduce copyrighted
material s unlessthese requirements are met.

16



POSTAL MAILINGASITAFFECTSYOUR PRINTING:

The cost of First Class and other classes of mail has gone up again, and
since more than half of all printed matter moves through the mail at one
point, this means higher costs to our customers. Central Printing is
concerned about hel ping our user agencies cope with rising mailing costs
and meeting thetechnical requirementstheU.S. Postal Service has mandated
to insure expedient, cost-effective service.

Keep in mind the following suggestions for material that must be
mailed:

1. Two-sided printing not only cuts your printing costs but reduces the
weight by one-half, which will mean savings at the post office.

2. Use“self-mailers’ instead of piecesthat require envelopes.

3. Uselighter paper. Let usshow you paper samples. We may be able
to suggest a lighter-weight paper that will result in reduced mailing
costs without sacrificing graphic appeal .

4. Check the size. The U.S. Postal Service has established minimum
and maximum dimensional standardsfor all itsfirst classmail and for
single-piecethird classmail. Mail which does not meet the specified
dimensions is subject to surcharge, and prohibitions are based upon
the physical dimensions of height, length, width, and aspect ratios.
(Check with your local post officefor thisinformation.)

5. Position the address section of printed matter so that it may be pro-
cessed mechanically (such asthe folded side of a newsletter feeding
into the system before the address). Ensure that the position of your
return address preventsthe U.S.P.S. ZIP-code readersfrom mistaking
it for the mailing address and sending your material back to you in-
stead.

6. Ensurethat pre-printed Mailing permits, Business Reply Mail, enve-
lopes, etc., meet the criteria established by the U.S. Postal Service.
Your local post office can give you information on the requirements.

17



It is your responsibility to be knowledgeable about the basic U.S.PS.
requirements. Pleasecall your local post officeif you need help planning
your printed project. It may save you time and money. At present, the
Post Office can provide upon request a camera-ready design for your
new envelope, which will meet both their standards and your needs.

SERVICESUNAVAILABLEAT CENTRAL PRINTING

1. Central Printing is not currently equipped to do continuous-form or
pin-feed form printing.

2. Central Printing does not use magnetic inks, which are often utilized
to print checks.

3. Theprinting of itemslarger than 19" x 25" isnot possible at present.
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C. GRAPHICDESIGN: PLANNING & PREPARATION

Graphic design has always been viewed as an art or craft in which the
professional takes pride. Central Printing has the capability to do
typesetting, add pre-designed artwork, paste-up, and to offer design
suggestions and copy-fitting advice that will often save an agency time
and money. However, we do not have astaff artist.

In designing your publication, pleasekeepinmind
thefollowing advice:

Type style: The entire appearance of a printed
publication can be affected by your selection of
fonts. Many characteristics— delicacy, formality,
etc., can be suggested by the type style used.
Remember, type was designed to be read easily!
Both the selection of the type style and the sizeto
be used must be considered. Use italics with
discretion! Their primary purposeisfor emphasis.

Graphic art and clip art: Its use should enhance your message, not
overwhelmit.

Layout: It should have a coherent “look” which will lead your readers
whereyou want them to go.

For additional information, please see Appendices“B”,“C”, and “D”.

Sep 1: Design and Layout

The first step in the design of a printed piece is preparing a layout...a
blueprint of aprinted job. Itisimportant that the layout person know the
purpose of the printed piece (as well as the printing process to be used)
so the layout will reflect this. The layout may be avery rough visual, a
semi-comprehensive, or atightly-rendered comprehensive which looks
like thefinished job in al details.

Thedesigner of abooklet or folder will often make several rough sketches
(called roughs) of the cover and a two-page spread for approval, then,
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once gpproved (often after many changes), proceed with thefina layout. The
fina layout may be crudely drawn, but it must beaccuratein sizeand properly
marked, asit setsall the specificationsused by everyonewho will contribute
to thefinished product.

At the sametimethelayouts are being prepared, ablank paper dummy of
the job should be made to size. Thiswill help the designer to visualize
the final appearance and to provide proper margins, bleeds, colors, etc.
Attention should be paid to staying within the boundaries of standard
paper sizes and to the kind of printing processto be used.

With the approved layout and paper dummy as guidance, the print shopis
ready to put all the elementstogether.

Sep 2. Camera-Ready Copy

a. Provided by the Customer

Many printing orders are submitted “camera-ready”, which means they
require no designing or typesetting before going to the Photo L ab and then
to the press area.

If you plan to submit camera-ready copy to Central Printing either in
traditional or electronic form, please follow the standards of the printing
professioninregardsto the use of lineart, page-numbering, marking sheets
withinstructions, treatment of photographs (half-tones), designsfor color
work, etc. (Seeappropriatesub-headingsfor moreinformation.) Our
staff will be happy to provide any needed advice.

Here are a few simple suggestions which can help prevent confusion,
disappointment, delays, costly returnsand reprints.

1. Be sure your copy is accurate. Errors on your originals are your
responsibility. We print the copy: wedo not read or edit it.

2. Submit clean, original copy. Too often sheets are produced on copy
machines, faxes, or printed on machineswith inconsistent output: take
timeto ensurethe quality of your original. (See Section “ Photo Lab.”)
Keepacopy of your originalsasinsurance against |oss.
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3. If yousubmit your copy eectronicaly (either ondisk or viae-mail), please
a. Consult with the Graphics staff to assurethat what you provideis
compatible with Central Printing’s hardware and software. (See
Appendix C“Electronic Submission”.)
1) If you use afont which Central Printing does not own, you
must include acopy of it with your submission. After itsuse, for
legal reasons, Central Printing deletesit from our computers; so
if youwant to re-useit, you must again include acopy with the
next submission.
b. Provide a printout as a dummy for comparison with Central
Printing’soutput.
1) If your job requires color inks, please be aware that moni-
tors’ and color printers’ colors can vary greatly from what true
print shop ink colors will be.
c. Keep a duplicate of your disk or electronic copy as insurance
against loss of the original.

4. Scaling the size of your copy or graphics may require that you work
with the print shop staff. In order to give your copy the best appear-
ance on the page, we may need to use aspecial reduction percentage.
(See below the “Diagonal line method of scaling”.)

b. Camera-Ready Copy by Central Printing’'s Typesetting Service
and Graphic Design
Description: Typesetting is a photo-mechanical process used to
assembl e charactersinto words, sentences and paragraphsfor the
purpose of printing.

In having Central Printing do part or al of your typesetting and/or graphic
design, you have many choicesto make concerning fonts, stylesand sizes,
layout, clip art, etc. We offer over 100 type stylesfor your selection.

You will al'so need to do good copy preparation and accurate markup, to
insure correct typesetting of manuscript copy with aminimum of alteration,
inthe shortest possibletime, and thusat thelowest cost. Careful checking
and editing of text matter beforeitissetisamust! Remember, thetypesetter
must set copy asitisfurnished, evenif thereare suspected errors. Therefore,
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itisof theutmost importancethat Spelling, punctuation, grammar, capitaization,
page sequencing, uniformity of style, etc., be carefully checked. Corrections
madeto the origina manuscript arefar lesscostly than author’saterationsto
reset alineof typeand placeitinthe proper place. Evenasimplechangemay
involveresetting whol e sections of amanuscript.

Creating printoutsand making any changesto output prior to actua printing
isconsiderably easier thanin earlier times. But even though most typesetting
now isdone on computers, the ground rules established long ago for good
copy preparation still apply today. Simplifying thetypesetter’sjob helps
to reduce costs and to expedite delivery.

Preparing Your Manuscript for Central Printing' sTypesetters:
Important: If you anticipate a need for an electronic version of your
copy, please notify the staff of Central Printing so they can work with you
prior to beginning the job.

1. Paper: Use standard 8 %2 x 11 letter size 20# white. This allows for
erasures and fits standard file cabinets. Never use onionskin or col-
ored paper. Provide one full copy and make a copy as insurance
against loss of the original. Typed copy should be clean, of uniform
length, with wide margins, and on one side only.

2. ldentification should be made at the top of each sheet to prevent pos-
siblemix-ups: useatitle, running head, or any other hel pful informa-
tion.

3. Footnotes should betyped separately, never at the bottom of apage of
text. They should be double-spaced, with triple spacing between
individual notes.

4. LineArt: See"DESIGN CONVENTIONS’ below.

5. Numbering: Sheetsshould be numbered consecutively throughout the
text inthe upper right-hand corner. Mark “END” onthelast sheet. If
asheet isadded or removed after numbering, proper notation should
be made onthepreceding page. If itisnecessary toinsert pages|ater, for
exampl e after page 8, the new material should be numbered 8a, 8b, etc.,
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and anote on page 8 should indicate“ pages 8a, 8b, etc., tofollow”. (See
“DESIGN CONVENTIONS'’ for the standardsfor page numbering.)

6. Reductions in the size require special planning. You will need to
work with the print shop staff on the use of a special reduction per-
centage. (Seebelow in*“Scaling”.)

7. Makeaduplicate of your copy asinsurance against loss of the origi-
nal.

Scaling: Diagonal linemethod

Remember, thecamerawill enlargeand reducedl dimensionsandlineweights
proportiondly in both directions—height and width— at thesametime. Itis
not possibleto change one dimensi on without affecting the other. Nor isit
possibleto put avertica pictureor graphic clip-artinahorizonta framewithout

cropping.
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DESIGN CONVENTIONS

Use Of LineArt

Line art is the term used to describe art that is black on white, with no
gradationsin between. (Itisasocaledflat art.) Lineart can bereproduced
inany color(s) simply by selecting different ink.

PreparingLineArt: Lineart should be prepared onaclean, white surface.
Linesshould bedense and clean. Marksthat are gray (lessthan 50 percent
black) won't register onthefilm, and linesthat aretoo fine may disappear
or break up during the platemaking process. Art prepared for line
reproduction can be done in red since the camera photographs red as
black, but colors such as green or blue are not acceptable because the
cameraregistersthem asgray. Linesthat are too close together may fill
in. Removeor lighten any marksontheart itself (quidelines, for example)
that you do not intend for reproduction. Finally, remove any dirt marks,
rubber cement or eraser particles from the art because they may register
inthe photograph.

SandardsFor Page-Numbering Publications: A careful examination
of the page-numbering system used in any professionally published
newspaper, magazine, catalog, or textbook will revea that, when the
publication is opened for reading, all right-hand pages have odd page
numbersand all |eft-hand pages have even page numbers.

A few reasonsfor thistradition are:

Logic: If thefront of thefirst sheet in abook ispage one, and if the book
isprinted on two sides, then the front of each sheet will have an odd page
number.

Convenience in reading: For example, if the table of Contents in a
newspaper says" Comics— page6B”, thereader (perhaps unconsciously)
knowsto look at the left-hand pages of the section to find the comics.

Cost of printing: Printers and collators instinctively know that page 2
goes on the back of page 1, page 200 goes on the back of page 199, etc.
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Resultsof improperly-numbered origina sinclude:

1. The printing and collating time increases, with a corresponding in-
creasein the cost of production.

2. Thejob isprinted wrong, and the customer is dissatisfied.

3. Thejobisprinted or collated wrong, and must be reprinted.

For thesereasons, Central Printingwill not asaruleaccept impr oper ly-
numbered originalsfor printing.

nnnnnnnnn

11111 PROOF COPY

READ CAREFULLY

Attachedis the proof copy of the job you recently placed with Central Printing. Please check
Py forany g , spelling, erors.

11 you are stisfied with this proof copy, check the box marked Ok to Prirt below and fax
back to (405) 425-2811

11 there are errors, plesse clesrly merk them on the copy, check
box below and fa back to (405) 425-2811

‘Comments/insiructions from Customer.

thorized Before

ENVIRONMEN
SERVICES
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Pleasefollow these guidelineswhen preparing paginated documents.

1

26

If you prepare copy e ectronically and use automatic pagination, please
assure the numbering on your output followsthe printing convention.
If you do not use automatic pagination, complete all pagesin the pub-
lication before assigning page numbersto individual sheets, Table of
Contents, or Indexes.

Determine how all pages will be arranged, front and back, for the
publication (paper-clip the front page to the back page of each sheet
in the book). If you are sending your copy electronically, please do
thisarranging for the sample you provide for comparison with Cen-
tral Printing’soutput of your copy.

When starting anew chapter or section, if you wish for thefirst page
to be on the right-hand (front) side, sometimes the preceding (left-
hand) page will be blank.

Assign page numbers to every page, front and back, in the publica-
tion, including blank pages. Every side of every sheet in the com-
pleted book, including blank pagesand both sides of al divider sheets,
will have an assigned page number, whether printed or not. (If you
like, for reference, write the assigned page number on each pagewith
avery light “non-repro blue” pencil or pen. Do not use any other kind
of writing implement for this purpose.)

—\
[N

g 2% .

X S

AN
N R \7,/\/: =

NP
/7

o
A=




ELECTRONIC SUBMISSION

Thealmost universal use of the personal computer in many state agencies
now allows the submission of copy in electronic form. (However, what
you provide must be compatible with Central Printing’s hardware and
software: consult our staff for advice.)

The advantages of this
control by the author
usualy include easy-to-
make changes to
content, design or
layout, no outside
typesetting costs, the
opportunity to carefully
proof the copy beforeit
is received by Centra
Printing, and the
reduction of turnaround
time.

Some disadvantages
are that if you want a
font which Central
Printing does not own,
you must include acopy of it with each separate submission: wedeleteit
from our computers after each use. If any of what you submitisnot truly
compatiblewith our system, it may require extensive effort to make your
copy’soutput asyou want it to be.

Also, aswith traditional copy, any mistakes madein your submission are
your responsibility.

Please see”“ Appendix C: Electronic Submission” for moredetails.
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I1. AFTER SUBMISSION OF COPY:
Proofsand Paste-up

Proofs.
In the process of preparing camera-
ready copy for submission by either you B
or by Central Printing'stypesetters, a (%)==  rnoor romm
number of differentkindsof proofsare &
avalable,
1. Outputfromour computerstothelar  —=imm o e s e e s
ser-printer (ordinarily inblack and === =m=—mmrmem———"
white) showswhat your copy will e i
look like. o e AR
2. A*“pageproof” showsmultiple-page e T
copy asitwill lie pageby page. [
3. Abludineisaproof (ablueimage b e teesrai
onwhitebackground) producedby —
the Camera Dept. which showsthe .
materia exactly asitistobeprinted, = ———— AR e >y
indudingillugrations. Asbludinesare
expensive, they aregeneraly reserved for special jobs. A bludineisthe
last step before making the platesfor actual printing.
4. Color:
a. You canreview proof(s) printed directly from our computer toala-
ser-color outpuit.
b. 4-color process. Youwill needto review the* separations’ & their
color-key.

Proofreading:

If you have submitted your copy for typesetting by Central Printing, you will
need to review carefully the resulting page proof (s) from Central Printing for
any and al errors. For instance, on anew businesscard or arevisedform's
proof (whether afirgt, second, or eventhird proof), check theentir etypesetting
proof for errors, not just any revisionsyou may have made. Errorstowatch
for include those such as typographical, grammatical, punctuation,
inconsi gtenciesin styleor abbreviations, copy omissions, improper sequence
of copy or pages, and layout/design problems. If themateria isstatistical or
of acritical nature, have asecond person read the material. Comparethe
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proof to the copy that you retained of theoriginal or of any prior proof.

Proof correctionsto errorsthat Central Printing has made areano-feeitem.
But if you makeachangediffering fromyour origina submitted copy (suchas
deciding to add anew line onaform or modifying atitle on abusinesscard)
therewill beaminimum $6.00 change-order fee.

After page proofsarereturned from the author, the proofsare revised until
clear and acceptable. (Any changefrom thisprocess should bearranged with
Centrd Printing by the ordering agency at thetime of request for printing.) All

corrections, additions,

R deletions and changes
o should be indicated in
11111 PROOF COPY writing, preferably witha

READ CAREFULLY red pen. The Print Shop
Attached isthe proof copy of the job you recently placed with Central Printing. Please check
this copy carefully for any grammatical, spelling, punctuation and numerical errors. W | L L N OT be
If you are satisfied with this proof copy, check the box marked Okay to Print below and fax . .
b o 109 szt responsiblefor corrections
If there are errors, please clearly mark them on the copy, check the Additional Proof Needed
box below and fax back to (405) 425-2811 or Changes not I ndl Cﬁw

Important: your job will not be printed until we receive approval at Central Printing.

on the proof. Once you
sign the proof slip as
“Approvedto Print”, any
proof errors you have
D P overlooked becomeyour
] Aot oot e e o et s s responsibility. Keep a
Commentnstuctionsfrom Customer copy of any corrected
proof(s), of any request for
another proof, and of the
“Approva toPrint.”

Any aterations you make which differ from your original order will require an additional $6.00
charge per change per order, in addition to normal printing costs.

If this box is checked, the attached has been printed at alarger size to enable easier read-
ing. Thefinal copy will be printed at the correct size.

Comments/Instructions from Graphics Department:

—

Authorized Sgnature (Required Before Printing).

Itisvery important to notethat your job will not be printed until “ Approval to
Print” isgiveninwriting to Centrd Printing.
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PROOFREADERS MARKS

Marking proof is quite a different operation from editing a manuscript.
When you receive any sort of proof for checking and correction, remember
that the Graphics Department or the Camera Department will not re-read
the material you return, but will only look for corrections and changes.
Therefore, it isvital that all marks must be in the margins, as markings
which are entirely within the text might be overlooked.

Thelocation of the correction isindicated within thetext by asmall wedge
(acaret), aline, or acircle, but the instructions are written in the margin
opposite the line affected. Marks must therefore be small enough not to
intrude on another line, which may itself requireacorrection. Corrections
that requirethe re-setting of more than about oneline should betypedona
separate piece of paper and taped to the proof. Where the makeup is
seriously disarranged, anew layout should be attached.

In general, use all meansto insure clarity. Use awriting tool with afine
point. If you arenot inclined to change your mind, ared ballpoint penis
ideal, but a red pencil is suitable if it is kept sharp. Each proof sheet
should beinitialed only after all corrections have been made.

The special proofreader marks should be learned and used. Asall such
codes, thisoneisdesigned to achieve maximum accuracy and efficiency.
It isuniversally understood and any departure from it entails the risk of
confusion.

Even if previous instructions exigt, it is a good practice to include with
any proofsthe instructions pertaining to the next step. If revised proofs
arerequired, thisshould beindicated. Inany case, include some notation.

Central Printing attaches a proof cover sheet to al jobs being sent for
proofing. Remember, your job will not be sent for fina production until the
proof cover sheet issigned “ Approved to Print” and returned.
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PROOFREADERS MARKS

Bad letter

Move to left

Push down space

Move to right

Turn over

Move up

Take out

Move down

Insert at this point

Indent one em

Space evenly Make new paragraph
Insert space No paragraph

Less space Wrong font

Take out all spacing Let it stand

Insert period

Transpose letter or words

Insert comma

Change to capitals

Insert colon

Change to small capitals

Insert semicolon

Change to lower case

Insert apostrophe

<[ <A ~=O[0 | [H < [>|=|o-|x

Change to italic

Insert quotation

<3

-

Change to roman

Insert hyphen

~

Change to bold face

Insert superior letter

Query to author

Insert inferior letter

Spell out

Insert leaders

RS

Set large initial

Straighten lines

~

Insert dash




1. PRE-PRESS
PHOTOLAB

No single step in the offset printing process contributes as much to the
final quality of your printed material asthe Photo Lab. If your job will be
printed directly from what you giveto Central Printing, the quality of your
finished product relies heavily on the quality of work you submit on your
“mechanical” (theterm for the actual item to be photographed).

[llustrationsand Photographs

Whether Central Printing is to scan in your illustrations or if you have
already donethis, the following guidelines still apply.

When using photographs, clip art or illustrations, be sureto indicate their
placement by numbers on the back of the picture corresponding with
numberson your copy. Note how you want them to be cropped, reduced,
or enlarged to fit your layout.

Avoid fingerprints on photographs. Hold photographsat the sides, along
the edges, to prevent your fingers from making contact with the surface.
Depositsof fingerprint oil left on photos may be undetectable to the eye,
but evident on thefinal reproduction.

Prevent indentations on photographs. Do not use paper clipsdirectly on
the print. Don’t write or stamp on the back of the photographs: this
produces marks and dents on the face.

Do not fold photographs or place them face to face where particles may
collect in between them. If you must roll photographs for shipping in a
tube, dwaysroll themwith theimage on the outsideto prevent theemulsion
from cracking. It is preferable to mail photos flat, placed between two
pieces of cardboard larger than the photograph. Retouched photographs
are particularly susceptibleto staining and smearing.

When outlinerulesareto be printed around photographs, usebold linesif
possible. (For traditional submissions, windowsfor photographs should
be made with one piece of rubylith cut evenly to conform with columns
and borders.)
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Croppingand Scaling I llustrations, Photosand Clip Art

Crop marks (indicating where the item is to be framed) should appear
only in margins or borders on the dummy sheet theitem is placed upon,
not on thetypeset copy itself. Lightly-drawn crop markson atissueoverlay
are also acceptable.

Traditionally, the most exact and flexible method of scaling isto use a
proportional wheel. If your copy isprepared el ectronically, your software
may have a scaling feature in it; if not, it may be possible for Central
Printing to scaleit on our computers.

Halftones

Unlikeline or flat art, continuous tone original s have values of gray that
vary between the extremes of black and white. Photographs are the most
common form of continuousart. To bereproduced, thiskind of illustration
must receive special treatment. Use of ascreen with the cameraresultsin
a“halftone” negative. Continuous tone material should not be attached
directly to thetext copy; the space reserved for it should be designated on
theoriginal paste-up.

FOUR-COLOR PROCESS

We have considered single-color and two-color work that can be
reproduced aslinework or in halftone. Central Printing can also reproduce
continuoustone art in full color. The number of colors used for printing
can be limitless, of course, but that kind of color printing can be very
costly. Technologica advancementsin past decadeshave madeit possible
to achieve most full-color effects simply with the use of four colors: the
three primary colors plus black. Called the “process colors,” they are
red (magenta), yellow, blue (cyan), and black.

A photographic process results in 1 negative each for the colors (called
separations) and a “color-key.” After customer approval, four separate
printing plates are then produced. In four distinct runs, each plate is
inked with the appropriate color and printed. Because the screens used
to produce the negatives were angled, the inked dots fall into patterns

(caledrosettes) sdeby side. Thesecolorsmergeoptically and what resultsis
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oneof thegreat marvelsof printing technology: afull-colorimage.

Fromthisbrief description of the cameraand stripping operation, you can see
that themechanica hasacritical function. It showsthe preciserelationship of
al e ementswithin so the stripping process can assemblethemintheir correct
positions. Themechanical isphotographed by the camera: al art and type
copy will bereproduced exactly asseen. Small correctionscan be made, but
anything magjor cancall for a“re-do”.

Thisiswhy the mechanical must be clean and precise. Any sloppinessor
inaccuracies made in preparing copy for reproduction will affect the
printed piece.

PLATEMAKING

After the proof has been approved, theimageisetched chemically onto a
plate, using aprocess similar to printing film or photographic paper. The
plates can be of paper, polyester, or metal. A paper plate is used for a
one-time run of 2,000 impressions or fewer, with only black ink and no
halftones. Polyester plates are used for small runs which involve color
ink(s), halftones (photos) or screens.

For the highest quality available, film and ametal plate are used for very
high numbers of impressions.

IV. PRINT SHOP

PRESSROOM

The presses that turn out the vast quantities of printed matter are
complicated machines. Yet the principleof printing isextremely simple.
A child printswhen putting agrimy hand on acleanwall. Using arubber
stampisprinting; soismaking designswith alinoleum block, and thiscan be
repeated to make exactly the same marks. Themain job of the printing press
isto produce thousandsor millions of identical inked impressionsat avery
rapid speed.
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Central Printing hasboth asmall and alarge press section.

5

SMALL PRESS

The Small Press section is for jobs
requiring 10,000 or fewer sheets of
paper, with medium register andlight (as
opposed to solid) ink coverage. Paper
or poly platesare utilized for short runs.
Examples of jobswhichwould bedone
in this section would be book covers,
forms, newdetters, envelopes, letterheads
and businesscards.

LARGE PRESS

The pressesin this section can handlelarge and/or multi-color runs. The
upper limit onsizeis19” x 25”; one of these pressesis a perfector. With
thiswiderange of equipment, we can produce nearly all printed products
except continuousfeed businessformsor itemsrequiring magneticink.

The Jet Pressis used to run envelope orders of over 5,000 at avery high
speed, enabling us to process your job quickly. It islimited to no more
than two colors of ink per envelope.
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HIGH-SPEED COPIERS

Black Copies
Central Printing operates high-speed copierswhich can offer faster service
on some of your documents, but it isNOT while-you-wait service.

It is advantageous to use these when you need only a few copies of a
document containing many originals. However, origina sshould not contain
halftones or screens, as they will not reproduce on the copier as well as
on the offset press.

Itisnot cost-effectivefor Central
Printingtousethecopier if youneed
morethan 500 sets/books of your
document. Quantitiesover 500 are
runontheoffset press.

Thecopier offersawidevariety of
ways to finish your document.
Examples. staplesin upper left
corner, or 2 staplesontheleft Side,
or eventapebinding.

The“weight” limit of paper thicknessthat can berunisabout that of 20-
70 |b text and 65-67 |b cover. Please call for further availabilities.

Color Copies

Central Printing has a high-quality color copier whichisused whenitis
not cost-effective to do atraditional pressrun, or if the job request isa
rush and must have color where indicated.

There are different grades of paper available, at differing costs. Please
inquire.

The “weight” limit of paper thickness that can be run through the color

copier is about that of 20-28 Ib. text and 65 |b. matte cover stock. The
maximum paper sizeis11 x 17.
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BINDERY

Special Finishing

Thefinishingtouchto every printing job providesdefinitiontothecaregivento
each job Centra Printing produces. Our bindery personnel arethelast to handle
your project, but thecontribution they mekeissgnificant. Many printingjobsmust
beconverted fromfla sheetstotheir find versons, to befolded or boundinsome
method.

Many items such as|etterheads, forms, or business cards are printed on pre-
trimmed stock and need no specid finishing. However, Central Printing can
fulfill thefollowing requests:

Tabbing
Tab closures can be applied to hold your itemsfolded for mailing.

Numbering
Numbering can bedoneon any form andinamost any position.

Perforating
Perforating can be done on the press or as an off-line processin the Bindery.

Scoring

A scoreis defined as a crease in a sheet of heavyweight or cover paper to
facilitatefolding. Thefold should dwaysbemadewiththeridgeor hingeon
theingdefor minimum stretch. Booklet or catalog coversmust haveascore
wide enough to takethe necessary number of pageswiththestrainonthefold.

Thermography Embossng

Thethermographic processissmple. Work comesoff the presswith theink
dtill tacky; it isthen dusted with acoating of thermographic powder (acolorless
synthetic resin). Excess powder is removed by vibration or vacuum. The
sheet isput through ahest tunnel; the powder that hasadhered to thetacky ink
melts, fuseswith theink, and swellsup, rather like cookie dough. Theresin/
ink compound dries quickly to a hard finish and there you haveit: “hest-
embossed” raised |ettering.

Foil Samping

Foil sampingisthemost economica way toimitategold or silver, butisvery
expensive when compared to printing. Nothing offers as many optionsin
gppearanceand allowsso many effectson avariety of papersasfoiling does.
Lead time must be alowed for foil stamping, asthisis not done at Central
Printing. Allow extratimeand funding if you have acustomdiebuilt.
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FOLDING

Aspectsof foldingtokeep in mind when planning your design are:

1

4.

Unbalanced, “road map” foldswhere the edgesdo not align corner to
corner are difficult.

The grain direction of paper influences folding. Paper grain should
run parallel to the binding edge or spine of the piece. If it doesn’t, the
pages will not lie flat. Covers printed on heavier stock will not lie
flat either, and the surface of the cover stock will often devel op cracks
and wrinkles.

The range of paper weights which fold easily runs from 20# to 80#.
Anything lighter or heavier isharder to fold.

When in doubt about any folding configuration, please call our office.

TYPESOFFOLDS

1
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Half Fold / Four-pagefold: Thisisthesimplest, with only onefold
along either thelong or short dimension. Used for instruction sheets,
newsl etters, etc.

L etter/Accordion/Six-page fold: This is made with two parallel
folds, either regular or accordion. Used for letters, etc.

Eight-pagefold: There are 2 methods. (A) one paralel and one
right anglefold, also called French fold; (B) two paralel folds. This
can also be bound into an 8-page bookl et with the application of glue.

Twelve-pagefold: Oneparalld fold onaright anglefold, whether regu-
lar or accordion.

Sixteen-pagefold: Oneparallel andtworight anglefoldsand asthree
paralle folds. Usedto bind 16-page bookletsor collating signatures.



COLLATION
Collating Forms, Books & Booklets, etc.

Flat sheet: When you have apublication that requires collating andisa
small quantity (50 to 1,000 copies), it will be collated in flat sheet form.
Examples are books that are corner stitched (stapled), side stitched, or
perfect bound.

Signature: Another type of collating isby signatureform. A signatureis
multiple pages printed on one large sheet that will be folded in proper
sequence. Oncefolded, the next step isto gather or collate the signatures
in a predetermined order. Collating is done by machine or by hand,
depending on the size of the job.

BOOK BINDING

After the signatures are collated, they can be bound together. There are
many ways to bind your printing products. Central Printing provides
saddle-stitching, side-stitching, tape binding, perfect binding, and plastic
binding (either comb, coil, or Velo).

Saddle-Stitching: The multibinder collates up to 13 sheets (with cover)
of 4-pageflatsinline, stitchesit inthe center, foldsin half, and facetrims
it to size. The page size may havearangefrom4” x 9" upto 9" x 12”.
Sincesignatures are alwaysin multiplesof 4 pages, if you do not conform
to thisstandard you may have blank pagesin the back of your book. This
method is suitable for items of no more than 20 sheetsthickness of paper.

Side-Stitching: Thisisused whenthebulk istoo great for saddle-stitching.
Since the stitches are inserted about one-fourth inch from the backbone,
theinside margins (gutter) must be designed wider than the side-stitched
area. Side-stitched books cannot be compl etely opened flat.

Tape Binding: Thisisdone along with use of the copy machine. Tape
binding lies flat, making it ideal for books or reports. The tape strips
have gluein the spinewhich meltsinto the binding edge of the book when
itisheated. Maximum thickness of booksis 1/2", or 125 sheets.
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Perfect Binding: Thisisavariation of side-stitchingandiswidely used on
paperback books. Instead of being stapled, the pages are held together by
flexible adhesivewith awraparound cover. Minimumsizeis51/2” x 812" to
the maximum of 8 1/2” x 14”. Books bound in this manner must have a
minimum of 50 sheets and amaximum of 300 sheetsof regular bond paper.

Plastic Binding: When designing abook for thistype of binding, allowance
must be madein the gutter for punching the holes.

1. Either comb or coail binding allows collated sheetsto be bound onthe
spine. Books bound this way can be opened flat. Book thickness can
rangefrom 3/16” to 2".

2. Velo binding isaflat plastic strip which does not allow booksto lie
flat when opened. Book thickness can rangefrom 1/4” to 3.

TimeDifferentialsfor Binding:

Procedure TimeFrame
Saddle-stitch Time-saver (Up to 20 flat sheets)
Side-stitch In-linewith copy machine, or hand-process
Tape bind Time-saver (but only asin-line with use of

copier)
Perfect bound Reasonableturnaround time
Spiral Comb Very time-consuming for largeamount of books
Spiral Coil Very time-consuming for largeamount of books

OTHERFINISHING

Padding

Forms, memo pads, and scratch pads are the usual types of material to be
padded, normally in 50 to 100 sheets per pad. Cold glue is applied to
bind the paper’s edge to the chipboard backing. If using NCR paper, the
usual standard per pad is. 50 sets of 2-part, 33 sets of 3-part, 25 sets of
4-part, 20 sets of 5-part, 15 sets of 6-part.

FanApart

This is done using a special adhesive designed for carbonless paper.
Thisallowsindividual sets of forms, from 2-part to 6-part NCR paper.
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TriadWrap

The"wrap” refersto an extraflap which foldsaround the front of the book.
Thisisgeneraly used with NCR paper, for suchitemsasreceipt books. The
flap protectstheremaining formsunderneath from* pressureimpressons’.

PACKAGING, MAILING,AND SHIPPING

Shrink Wrapping: Polyethylenefilmisheat-sed ed around the product, which
isthen sentinto aheated tunne to shrink thefilm. Thismethod dlowstheitem
to bevisiblefor recognitionwhilekeepingit freefrom dust. Theusua amount
for ordinary paper is500 sheets per package, but you can specify how many.
Wecanwrap anything 11" x 177 or smaller.

Paper Wrap: We use Kraft brown paper for productslarger than 11" x 17”.
It ismore expensive than shrink-wrapping because the Bindery personnel
haveto wrap by hand.

Delivering Your Job: Wehave several methodsfor delivery, depending upon
the quantity of your order and its destination. We will choose the most
appropriateand economica meansavailable.

Special Services
Central Printing offerscost saving presort mailing services. Y ou can even use
our presort andfirst classpermit. Please contact the staff for details.

“\
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V. MISCELLANEOUS

STANDARD FORMS
Centra Printing kegpsapreprinted supply of many of the Officeof State Finance
formsready for customer use. Thosewedo not carry aregenerally available
for anagency toreproducefrom OSF' s* ProceduresManud” , wihchisavailable
at the Office of State Finance Comptroller’slink on:
http://www.osf .state.ok.us/comp-frm.html

Theuse of customized versionsisdiscouraged because of the extracost and
timeit takeswhen your agency could be saving money by using standard OSF
forms.

Please call for prices of the OSF forms we stock. The standards for OSF
and other preprinted formsare:

1) Sizeis 8.5 x 11 { except as noted}, with approximately 100 sheets per pad.
2) Padded. If needed as “fan apart” {or loose}, you must specify that on your

order.
(Vo) Fam Desription Type

(94 OSF3 .. Notarized Clam FOM.........ovveeereenmmeeerreeeeseeeenns 3-pat NCR
(93) OSF3C ... Contract Purchase Order ..........oovvveveneresseesnsennns 5-pat NCR
(90) OSF3C ... Contract Continuation FOrM............oeeeeeeereceneees 5-pat NCR
(94) OSF9 ... Imprest Cash FOM......ocreeereessesesseseseseeens 3-pat NCR
(95) OSF11A ... Agency Speciad Account REPOt.......ccomeeeeeereenne 20# white
(96) OSF14 ... Clamfor Disbursement of Payroll Withholdings 3-part NCR
(96) OSF15A ... ClamJdacket FOrM.......ccomimrrmmrenmsessesssssseseens 3-pat NCR
(96) OSF15B ... Inter/Intra Payment......cocoomemreemereemmeeesereenns 3-pat NCR
(96) OSF18 ... Actud & Necessary Expense Trave Voucher ..... 3-pat NCR
(96) OSF19 ... Travel ClamVOUChES ........cereeeereerseresseneeerenes 3-pat NCR
(96) OSF19 ... Travel ClamVoucher LongVersion............... 3-pat NCR
(93) CP2 ... Purchasing Requisitionto Centrd Purchasing ..... 3-pat NCR
(93) CPOO1 ... Change Order FOMM.........oeveemeeeeeeeneeesseneesenees 3-pat NCR
(92) CAP ... Project Requistion to Construction & Properties 3-part NCR
(98) Officid Depository of OKIZhOMAL.........reeereerereessereesereessneees 3pat NCR
(90) PFT ... Request for Payroll Fund Trangfer ... 20# white
(90) PWC ... Request for Payroll Warrant Cancelletion............ 20# white
(90) MWC* ... Request for MiscellaneousWarrant Cancellation. 20# white
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SetgPad

33 setsfpad

20 setsfpad

20 setsfpad

33 setsfpad

50 sheetslpad
33 setsfpad

33 setsfpad

33 setsfpad
Bsatspad 14
33 setsfpad
Bstspad 147
33 setsfpad

33 setsfpad

33 setsfpad

33 setsfpad

50 sheets/pad
50 sheetspad
50 sheetspad

*Copy of this form is supposed to be in an agency’s “Procedures Manual” & can be copied. The Procedures Manual should


http://www.osf.state.ok.us/comp-frm.html

Item Size

Advice of Deposit 3.5x10
Longevity Certificate 5-19Yr  85x11
Longevity Certificate 20-24Yr 85x 11
Longevity Certificate 25-Yr-+ 11x14

Paper

110#Buff index
60# Parchtone
60# Parchtone
60 Parchtone

Description Unit

Peforaedat 5F& B 50/pkg
Blue& goldsed/blue  Each
Goldfoil sedl/blue Each
Goldfoil sedl/blue Each

Two sizesof Presentation Foldersfor certificatesareavailable.

Central Printing doesretail éectronic versionsof the OklahomaState Sedl in
severa formats (two color or singlecolor - jpg, epsitif or bmp).
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ITEMSWHICHARE UNAVAILABLEAT CENTRAL PRINTING

1. TheSateAgency TelephoneDirectory isnolonger produced by Central
Printing. Instead, the Office of State Finance maintainsaccessthrough
their Web site. The current main address (asof March 2002) ishttp://
www.youroklahoma.com.

2. Door decals of the state seal are not done by Central Printing. They
are available through Oklahoma Correctional Industries. We do re-
tail electronically many versions of the state seal.

3. Central Printing does not produce color state maps. For large black-
ink maps, contact the Department of Transportation.

VI. PRINT ORDER HISTORY AND RETENTION

Negatives and Plates

Unlesscustomersrequest negatives and platesreturned to them, wemaintain
negatives and platesin our filesfor two years. At that time, we generally
purge our files by sending the negatives and plates to you for review.
Please consider these carefully before returning them for either re-filing
(for future use) or for destruction.

If you maintain your own files, please bring both your negative(s) and
plate(s) with your order. Thissavestime by having the negative available
in case the old plate is no longer usable. Please keep the negatives and
platesflat; if the plateisbent, we cannot useit.

Business card plates. We do not keep any plates of these on file, dueto
the number of changes usually made by customers each time cards are
ordered. A new version of the card is created each time an order is
placed. Thisiswhy you must send some sort of sample with each order:
for ink, paper, and layout instructions.

Revisionsto previouspublications: If you send an old formwith achange
for Central Printing to make, please highlight the change; thiswill help us
noticeit and avoid using an old plate onfileto print your formincorrectly.

If you send camera-ready copy of any item, please notify Central Printing
whether thisisan entirely new form, or if itismerely anew version of an
old form and you want any out-of-date negatives and platesfor that item
to beremoved fromuse.
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VII. BILLING: JOBTICKETS/PRICING/INVOICES/CREDITMEMOS

Job Tickets:

All Job Tickets are generated on the day that Central Printing receives
your order. Your agency receives a WHITE copy of each Job Ticket
when your job is delivered, picked up, or shipped.

Your agency will need to keep the white Job Ticket originals since
duplicates are not furnished with theinvoices. Itisyour responsibility to
ensure that your agency’s Accounts Payable section receives either the
originalsor duplicate copies of thewhite Job Ticket for later comparison
with theInvoice.

Thewhite Job Ticket isnot an invoice from which you pay, itisarecord
for you to keep to compare with your monthly invoice. NOTE: Any
prices your white Job Ticket has preprinted on it will only reflect any
pre-pricing which was done. Thefinal price which appears|ater on the
Invoice will contain the extra costs for any and all additional work
performed after theinitial pre-pricing.

I nvoices:

Your agency will receive an invoice from Central Printing around the
second week of each month. Thisinvoiceisfor ALL JOBS finished and
delivered to your agency in the previous month. Your Accounts Payable
section will then match all the Job Tickets previously received with the
invoice.

Credit Memos:

If acredit memoisissued to your agency you will need to send one copy
of the credit memo and one copy of the invoice for which you wish the
credit memo applied to the Dept. of Central Services Finance Division,
Accounts Receivable. Credit memos must be applied to invoices.
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CONCLUSION

The purpose of printing isto transformideasand information into aform
that isappropriate, convenient and legible. Learning thetermsand methods
Central Printing uses can only make the entire process easier. In the
creation of this manual, our intent is to help state agencies achieve
economic efficiency in fulfilling their printing needs. If you have any
guestions not covered in the manual, please let us know.
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APPENDIXA: Glossary

Itisodd how aword can devel op contradictory meanings. Ingraphics
arts and printing it happens often — sometimes embarrassingly,

sometimesexpensvely. Take“ glossary,” which springsfromthe Greeks

term for tongue or language. Inthe MiddleAges, a“gloss’ meant a
hel pful explanation or definition added in the margin of amanuscript.

But somehow theword * over” became attached to it and this phrase
cameto mean to artfully mislead or to divert attention from something
you’ drather not talk about. A glossary isacollection of glosses. useful

definitions of specialized, frequently misunderstood terms. Your printed
piecesare more apt to emerge ontarget, on timeand on budget if everyone
usesthe samereferences.

Access. Theact of executing, retrieving, or using.
Against theGrain: Thefolding of paper at right anglestoitsgrain.

ASCII: (American Standard Codefor Information Interchange) This
is one of the several basic codes that have been used in
telecommunications. It consists, generally, of aseven-bit datastructure
in various configurations of zeros and ones, plusaparity bit for each
a phanumeric character and symbol.

Author’sCorrections. Theseareinstructions about the typesetting
proofs concerning voluntary changes and/or correctionswhich differ
from the original copy as submitted (such asdeciding to add an e-mail
addressto your business card after viewing your proof). Thesekindsof
revisions madeto the typesetting proofs are chargeabl e to the customer.
Backing Up: Printing the second side of asheet asaseparate process.

Bad Break: Incorrect word division.

BaseAligned: Each character appearsto sit on the sameimaginary
line, called abaseline.
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BasisWeight: Weight of aream of paper if cut to the standard basic
sizefor that grade of paper.

Baud: Describestransmission speeds of electronic data (also called
bits per second or BPS).

BF: Abbreviationfor bold facetype.

Bleed: Theareaof artwork whichisextended beyond the trim edge of
apageor sheet, usually a1/8” extension.

Blue-line: In offset lithography, a photo-print used asafinal proof
before printing. 1t should befolded and assembled to show you what
thefinished piecewill look like.

Body: Thetext portion of atypesetting job.

Bold: A thick and dark variation of the basic typestyle.

Bond Paper: A grade of writing or printing paper, often used in
correspondence.

Booklet: A small stitched book of eight pagesor more, usually witha
self cover.

Border: A plain or ornamental frame around type composition.

Boxed or Boxed In: Small paragraphs or lines of type enclosed
with rulesor borders.

Brochure: A pamphlet bound in small booklet form.

Bullet: A solid circle or oval which is used to emphasize text in
outlineformat.
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CameraReady: When paste-up materiasare consdered to becomplete,
they areready to be photographed to produce negatives and plateswith
whichtoprint.

Caption: A heading or explanation adjacent to or below apicture, a
sidebar, etc.

Center Spread: A continuous sheet which formsthe center pages of
a saddle-stitched book or booklet. Center-spread artwork will be
interrupted only by the stapl es hol ding the publication together.

Change-Order: Thisrefersto any voluntary changes made by the
customer (such as any new additions or a correction to an author’s
mistake) after any proof has been presented by Central Printing’'s
typesetters. Thechange-order feeisgenerdly chargeableto the customer.

Character: A singleletter, number, form of punctuation, or symbol
generated from the keyboard.

Collage: Any number of photographs or pieces of artwork arranged
in any manner on apage asacomposite picture.

Column Rules: Lines between columns of type. Aruleisany line
— adivider between sections or a border around illustrations or a
wholepage.

Composition: The part of the printing process which pertains to
typesetting, marking-up, etc.

Condensed: A variation of atypeface (font), in which charactersare
thinner or narrower.

Copy: For printers, copy refers to all the material furnished for

reproduction. For writersand layout designers, copy istypewritten
manuscript only, not any artwork.
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Copy-fitting: Ftting copy withinaspecified areato meet certain condrants.
Thisa so meansto determinethe number of typeset linesthat will be set
from atypewritten manuscript.

Conversion: Theprocessthat changes one code structure or language
to another for processing.

Cover Sock: Heavier, stiffer, more durable paper used for book and
booklet covers.

CR: Carriagereturn. (In documents created in aword-processing
program, aninvisible“hard return” caninterfere with text or graphic
imagesif thecopy is"re-flowed” dueto changesor additions.)

Crop: With photographsand graphicillugrations, itistheact of marking
inthe margins of the layout to show the Camera department how the
items areto be proportioned.

Data: Representation of facts, concepts, or instructioninaformalized
manner that can be stored, mani pulated, and transmitted by machine.

DataCommunications: Interchange of datafrom onepoint to another.

Design: Theact of choosing and placing graphic elementsand text so
that the finished product communicatesfor the producer to the user.

Display Type: Type sizesof 14-point and above.
Drill: Punching 1, 2, or 3 holesin apublication for binding purposes.

Dummy: Thisisthe preliminary layout showing the position of text
andillustrationsasthey areto appear inthefinal product.

Editing: To revise copy.
Embossing: Traditional raised embossing resultsin printed letters
or artwork “inrelief” abovethe paper. “Blind” embossingisaninkless

impression, usualy onthereverse of the paper, resultinginaraised, non-
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printed areaon thefront. A relatively new and less expensive process,
therma embossing, givestheinksaraised, shiny gpopearance; thismethodis
generaly used onbusinesscards.

Family of Type: The type faces of a related design, in al point
Sizes.

Fan-apart: Methodinwhich multi-page NCR formsare glued together
insinglesets.

Felt Side: In paper manufacturing, thetop side of the sheet; it provides
the better reproductionin printing.

Flat: Themeasured and marked “board” on which amechanical isto
be placed.

Flop: Themirror image of theoriginal.

Floppy Disk(ette): Portable magnetic storage medium used by
computers.

Flush: Refersto when copy isaligned at the left margin, the right
margin, or centered within aline measure.

Foiling: Processby which metallic foil is made to adhere to paper.
Ingenerd, itisrisky to overprint afoileditem later with alaser printer;
the heat produced can causethefoiling to pedl.

Fold: Theterm can be used to refer to asingle sheet, unbound, with
oneor morefolds.

Folder: A 9" x 12" portfolio, with or without glue on its* pockets”.
Font: A typefacevariation withinafamily or type style. (With the

increased use of computer word-processing programs, thisword isoften
used to mean thetraditiona term*family of type’.)
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Format: Thesze, shape, Style, and genera make-up of aprinted piece. It
hasadightly different meaning within computer word-processing programs.

GBC: Machineusedto punchtheholesfor plagticring binding onabook’s
Foine

Grain: Thedirection in which most of the fibers lie in a sheet of
paper.

Gripper Edge: Theleading edge of paper the printing press* grabs’
in order to pass sheetsthrough. Areaneeded for the gripper edge must
be allowed for in the design of aprinted piece.

Gutter: Theblank space between columnsof type. Gutterswhich are
to be adjacent to the spine of the publication often need more spaceto
alow for the binding process.

Hairline: Thisdescribesavery fineor delicateline.

Halftone: Afilm, print, plate, or reproduction in which detailsand
tonevaluesof the continuous-tone original are modified by the Camera
department into areproducible pattern of tiny dotsof varying size.

Head: Adisplay lineat thetop of printed matter; aheadline.

Indent: Tobegin (or end) alinefarther in from the margin than from
thebody of text.

Insert: A specificpieceprinted for planned insertioninto apublication.

Input: Thisterm is now often used to refer to data entered into
electronic media.

Italic: Anoblique(slanted) variation of abasic typestyle.

Job Standards: Vauesset by theauthor of apublicationfor linelength,
fontsze, syle(s), linespacing, etc. Thesestandardswill remainunchanged
withinthesystem unlessan authorized modificationismade.
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Job Ticket: A form on which instructions concerning the job are
printed, usually as output from Central Printing’s computerized job
tracking system. Customersretain the signed white copy of the 2-part
NCR paper when ajobisreceived, in order for their Accounts Payable
department to comparelater with the Central Printing Invoice.

Justify: To set flush left and/or flush right margins within agiven
measure.

L aid Paper: It hasequally-spaced parallel lineswatermarked into
it.
Layout: End product of the design process, it is a coherent and

comprehensve sketch of thewholepublication.

Leading: Thevertica distance betweentwo linesof text, measured from
thebasdineto basdine. (See”Primary LineSpacing”.)

LineDrawing: A drawing, usualy inink, which hasblack and white
tones.

L ogo: The name of acompany or aproduct in aspecial, exclusive,
often copyrighted design; it issometimes combined with artwork.

Manuscript: The edited copy submitted to a typesetter. Central
Printing requirestypewritten copy which followsthe general rules of
submission.

Margin: Thisisthe white space between printed copy and the edge
of the printed sheet.

Measure: Thisrefersto the width of aline of type and is usually
expressed in picas; six picasare equal to oneinch.

Mechanical: The assembly of all copy elements (photographs,

drawings, type proofs, photo-prints, etc.) into oneor more unitson aboard,
whichwill becopied by acamera. Thisisalsocaled* pasteup”.

53



M odem: Theacronymfor modulator/demodulator, it “trand ates’ computer
digitd dataintoanandog versonwhichistranamissbleonordinary tdephone
lines; amodem ontherecaivingendwill thentrand atetheand oginformation
into acceptabledigita data.

Negative: Film which containstheimageto be printed.

Opacity: With papers, this refersto the ability to minimize show-
through from the back side or from the next sheet. Withinks, thismeans
how well they can conceal color beneath them.

Outline: Thismay refer to afineline or border placed around copy
or aphoto. Itisalsotheprocedureusedto“drop out” the background of

aphotograph.

Output: Thisisthe product or image produced by a computer or
typesetter.

Overhang: Anything that projects beyond the main body issaid to
overhang.

Overlay: Inartwork, thisisatransparent covering over copy; onitis
marked whereto apply any instructionsor corrections; it so canindicate
where colorsbreak.

Page Proof: Thetypesetter outputs a page proof, which showsthe
actual pagelayout of typeand position of illustrations.

Pasteup: Beforethefirst photographic step, thisisthe preparation of
camera-ready copy inwhich each element isplaced in position.

Perfect Bound: Binding procedurefor holding pagestogether with
awraparound cover glued on at the spine of the publication.

Photocomposition: Any method of setting type photographically to
produce images on paper or film.
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Pica: A unit of horizontal measurement; thereare 12 pointsto apica, and
approximately 6 picasto oneinch.

Point: A*“point” isaunit of vertical measurement of atypeface, fromthe
top of the ascender to the bottom of the descender, plusasmall amount of
white space above and below. Thiswhite space preventsthelinesfrom

touchingwhentypeset.

Press Proof: Thisisaproof of acolor subject, donein advance of
the pressproduction run.

Pre-separated Art: It will have a separate overlay prepared for
each color intheillustration.

Primary Line Spacing: Thisisthe vertical spacing between two
lines.

Processor: Thisunit develops and fixestheimage on photographic
materid.

Proofreading: Itinvolvesdetailed checking of any typeset matter againgt
theorigina manuscript, for thepurposeof diminating errorsor imperfections
beforethefind proofing or printing.

Publication: Thisisany magazine, newdetter, tabloid, booklet, or other
format whichispublished onaregular bass.

Ragged: Thisistext with unevenmargin or margins (unjustified copy).

Register: Thismeansto adjust the pages of aform so they will print
exactly onthe back of those printed on thefirst side.

Register Marks: These are marks used to check theregistration of
two or more colors; these crosses (or other marks) are placed at theedge
of artwork, negative(s) or printed shests.

Reverse Thisisa“negative’ image: whitetypeand adark background.
Whenusing areverse, choosetypestylesthat arebold and smpleindesign.
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Revised Proof: Thisisthemost recent proof made after correctionshave
been applied to any prior proof(s).

Rough: Prdiminary visudization of alayout or drawing.

Runaround: Thisistypethat runsaround aspaceremaininginthetext,
whichwill later befilled by adisplay initia or someother art.

Saddle-Stitch: Thisprocedure placeswire stapleson the binding edgeand
foldsthe sheetsaround the stapled lineto form the spine of the publication.
Thismethod issuitablefor bookl ets containing no more than 20 sheets
thicknessof paper.

Score: Scoringimpressesamark in asheet of paper, usually cover stock,
inorder to makefolding easier.

Script: Whenreferringtotype 5
faces, it meansacursivestyle.
Theterm* scripting” meansthe
act of printing ahard copy.

Self-Cover: Thistermmeans
all pagesof apublication are
printed onthe sameweight and
color of paper stock.

Self Mailer: Folders,
booklets, broadsides, flyers, etc.
designedwiththemailingaddress
to be easily readable can be
mailed without an envel ope.
Theseareusudly folded and either tabbed or stapled (generally at thetop)
for easeof process ng through Post Office machines.

Side-Stitching: Thisbindery method isused whenthebulk istoo great for
saddledtitching. Alineof ditches(gtaples) isplaced ontheouts deof thepublication
a 1/4” fromthespine theinsdemargins(gutter) must bedesigned wider thanthe
Sde-ditchedarea. Side-dtitched bookscannot becompletely opened flat.
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Signature Thisisalargesheet containing printed pageswhich, whenfolded
properly and trimmed, will formmultiple pagesinapublication.

Size: Thisreferstothevertical point size of type selected. (See” Type
Size’; dsoknownas“font Sze” inword-processing applications.)

Softwar e Thesearethe gpplication programswritten for computers; they
aresonumerousand variablethat if you plan to submit copy eectronicaly,
you must check with Central Printing for compatibility with our system.
SpaceOut: Thismeanstoinsert spacesbetweenwordsor lettersin order
tomakethelineof type cover agpecified measure (such aswhen justifying
marginsat both Sdes).

Set: Thisisaproofreader’smark whichmeans*leave copy asoriginaly

Sock: Paper.
Sring: Referstoacollection of characters.

Sripping: Thismeansto position the negative(s) exactly astheirimages
will bereproduced ontheprinting plates.

Super shift: Athird selectionfromthekeyboard.

Tab: Inthebindery, “tabs’ arethesmall adhesive patchesplaced to keep
publicationsfolded. Intypesetting, it refersto amethod of subdividing page
widthto producetabular work in columns.

Tdecommunications: Electronic datatransmisson.

Thermography: Theinksonfreshly-printed sheetsare dusted with a
resnouspowder, which, when heated, fusesand formsaraised, shiny surface.

Text: Thisisthemain printed matter of abook or page; thisterm excludes
titles, headings, notes, tables, and display lines.
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TypeFace: Atypedesign (Seedso*Family of Type’.)
Typesetter: Wheretypesetting takes place.

Type Size: Thisisthevertical point size of thetype selected. (See
aso“Size’.)

Type Style: This is a complete alphabet comprised of numbers,
punctuation marks, and specia symbols(3,“, @,%, #, etc.) of aparticular
sizeand weight.

Typography: Thisisthe art of assembling alphabetic characters
and miscellaneous related characters into words, sentences, and
paragraphsfor the purpose of printing.

Underscore: Underscoring adds emphasis to a word or group of
wordsby placing aline (“rule”) underneath.

Units: Theseare used to measure the width of individual characters
aswell asthe spaces between | etters and words.

Velo: A method of binding bookswith aplastic strip.
Word Space: The spacing between words.
Work and Turn: Thisisamethod of printing on the front and back

of apage. Oncethefirst pressrun hasdried sufficiently, the paper is
turned over to print itsother side.
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APPENDIX B: Printing Trade Customs

1

Cancellations: All ordersthat are cancel ed after work has been started
are subject to charges for materials ordered and work performed.

Experimental work performed at acustomer’srequest, such asdraw-
ings, compositions, plates (including lithographic plates), presswork
and materialswill be charged at current rates.

Alterations. Proofsaredone according to theoriginal specifications.
If work is done a second time (or more), due to customer’s cor-
rection of an original’serror or a voluntary change-order, such
extrawork will carry an additional char ge, at current ratesfor work
performed.

Proofs. One proof will be submitted of typesetting done from the
original copy. Any corrections are to be made on the proof copy and
aSIGNED request for arevised proof isto beindicated on the proof’s
cover sheet. If the proof is correct, the SIGNED proof cover sheet
needs to be marked “O.K. to Print”, and then all material is either
returned or faxed to the print shop. The printer isNOT responsible
for errorsif incorrect work is printed as per the customer’s O.K.

Quantity: The amount ordered is subject to a trade over- or under-
allowance of 10 percent, unless specific arrangements are made in
advance.

Delivery: Unlessotherwise specified, the price quoted isfor asingle
shipment F.O.B. the customer’s local place of business. All ship-
ments outside the OK C Metro area are shipped at the customer’s ex-
pense. All deliveries are routed to the agency’s main office unless
otherwise specified at the time of the order placement.

Acceptance: Estimated prices proposed by Central Printing reflect
current costs of labor, paper, inks and/or other materials and are sub-
ject to al cost adjustments that pertain to increases or decreases,
effective asof the date of such changes. Estimates are guaranteed for
30 daysonly.
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8.

10.

Paper stock furnished by the customer will be properly packed, free
from dirt, grit, torn sheets, bad splices, etc., and of proper quality for
printing requirements. Additional cost dueto delaysorimpaired pro-
duction because of improper quality of supplied stock will be charged
to the customer.

Copy preparation and layout: All copy submitted by customer isto be
legible and organized and, when necessary, accompanied with an ad-
equate layout. Any prior cost estimate will have been based on stan-
dardized paste-up formats and typesetting, unless previously speci-
fied.

Color proofing: Because of the difference in equipment and condi-
tions between the color proofs (separations) and the pressroom op-
erations, a reasonabl e variation between color proofs and the colors
of the completed job will constitute an acceptable delivery.

Thesetrade customshavebeen in general usein theprintingindustry
throughout the United States of Americafor morethan 50 years.
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APPENDI X C: Sandardsfor Electronic Submission

Softwar e
At the present Central Printing’s Graphics Department can accept copy in
thefollowing programs:

Compatible with high-volume printing, these are for fairly sophisticated
pagedesign:

QuarkXPress 3.x

Adobe Pagemaker

Microsoft Publisher (minimd use)

Adobe InDesign
Theseless-powerful applications can print asal-color (to the color copier
only) or black-and-white;

MiaoSoftWord

WordPerfect 8.0

PowerPoint

LotusWord Pro

Creating your documentsin Pagemaker can facilitate their use at Central
Printing.

If your design includesfour-color process, we accept this Macintosh and
Windows-based software:

AdobeA crobat

Adobelllustrator

Adobe Pagemaker

Adobe Photoshop

CorelDraw 8.0

MacromediaFreehand 8.0

QuarkX press3.x

Adobe InDesign

These mediaare acceptable:
CD-Rand CD-RW; Zip 100 MB; 3.5” 1.44 MB disk

Note: Cross-platformfilesfrom IBM to Macintosh and back isnot aproblem
inmost cases.
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We cannot accept thefollowing:
Unix based projects.

GraphicsDepartment Har dwar e
At present we have available:
High quality scanners
Two IBM and Two Mac machines
CD/DVD Burner
|magesetter
Polyester Plate Maker
Color Printer/Copier

Scanner: We can scan up to
11" x 17 originds, infull color. It
haslimited OCR capability.

PrintersOutput; ]

1. Full four-color, butonly for
shortruns

2. Polyester plates

3. Imagesetter

4. Black and White

Please call the Graphics Department at 425-2714 if you have any questions.
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APPENDIX D:

Typestyles/ Fonts

Fonts FontghopskEpnts
I’-'(());]l . onts ’75” {!f

[S§ Fonts
Fon 0 I{ﬁ/’%ﬂls
0

Onils Fonts F'
1ts

ForkontFonts

Fonts can cause the biggest headachesfor printing service bureaus. Fontsdo
not normally embed in adocument. So, when a document is opened on
another computer that doesn’t have thefont used to createit, the computer
will substitute another font initsplace. Thissubstitution can causethetext to
reflow and changethevery look of thedocument. Please send thefilesof the
fontsyou used to build your document. Evenif youfed itisacommonfont,
wewill still requirethem for aquality result.

Thestaff of DCS-Central Printing sincerely hopesthisPrint Guidewill bea
source of information asyou design and create your documents.
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