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CHECKLIST 
 

 
This Bulletin forms part of the Information available to 

 
Members, and should be filed for future reference in 

 

Section 11 
 

of the Printers Handbook 
 
 
 
 
 
 
 

This Information is provided as general information only, and 
is not intended, nor should it be used as a substitute for legal advice. 

PrintNZ is not responsible for the results of any actions 
 taken on this information, nor for any errors or  omissions. 
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DIGITAL CHECKLIST 
 
 
 

CLIENT: _____________________________________________________ JOB NO: ________________________ 

CONTACT: __________________________________ PHONE: ________________ FAX: ___________________ 

JOB DESCRIPTION: _____________________________________________   DATE: ______________________ 
_____________________________________________________________________________________________ 
 
SUPPLYING FILES FOR OUR APPLE MACINTOSH SYSTEMS 
PROGRAMME:  ADOBE ILLUSTRATOR 7.0 
   FREEHAND 
   PHOTOSHOP 
   OTHER (May be able to import if exported as one of the above) 
 
MEDIA:  3.5” DISC 
   ZIP DISC – 100MB 
   CD – ROM 
   ISDN      Easy Transfer     __________ 
     
    4 Sight Manager __________ 
 
 
 
_____________________________________________________________________________________________ 
 
DOCUMENT: _____________________________________________________ 
 
   FONTS CONVERTED TO PATHS OR – 
   ALL FONTS INCLUDED (Optional) 
   LINKED EPS FILES, TIFFS, EPS, ETC. INCLUDED 
 
COLOURS:  CMYK (CONVERTED TO IF NECESSARY) 
   SPOT 
_____________________________________________________________________________________________ 
 
SIGNED PROOF SUPPLIED: (Mandatory before proceeding) 
 
   B & W LASER 
   COLOUR INK/JET LASER 
   CROMLIN (Essential with process work) 
   OTHER 
 
SCANNING REQUIRED FOR: 
 
   TRANNIES SUPPLIED 
   REFLECTION COPY 
   OTHER 
 
 
____________________________________________________________________________________________ 
If you prefer to supply us with plate ready film, please call us to discuss the complexities of this area such as, stepping 
parameters, bearer placement, distortion factors, matt letterpress film, classic and / or stochastic screening, vignette 
tolerances,  bleeds, trapping, overprinting etc. 

In order that your files are 
smoothly processed, please supply 
them in one of the formats 
requested.  PC applications can 
cause problems so we ask you to 
please phone us to discuss them 
before production. 
 

Files that can be edited in 
Photoshop, Illustrator, or 
Freehand are preferable. 
 

Some programs from PC’s will not 
run on the Mac at all. 
 

Files received that need 
modification in order to print may 
take additional time to correct and 
may be subject to extra charges.  

Fonts can be converted to paths to 
avoid any compatibility  problems, 
such as earlier or later versions of 
fonts.  However this will reduce the 
ability to edit text if copy 
alterations are required. 

Proof reading the job is the 
client’s responsibility, and whilst 
every care will be taken in the 
preparation of film from discs 
supplied, other than the 
replacement of film or plates if 
faulty, we will not be liable for 
any claims for machine time, ink 
or stock costs. 
 
Scanning is for letterpress and 
the lpi is dependent upon the 
stock and subject used. 
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ELECTRONIC ORIGINATION 
CHECK LIST 

 
 
 

HOW TO PREPARE A FILE FOR FILM OUTPUT 
 

1. Do not Postscript file - file may have to be opened to correct problems. 
 
2. Send font with files - many different fonts available. 
 
3. Send Scans with file 
 
4. Check that colours used are   a.  Spot 
      b.  Process 
 
5. Check ink type (Opaque or transparent) - especially when overprinting. 
 
6. Check overprints especially black 
 
7. Check trapping (spreads and chokes) are correct and suitable for process. 
 
8. Make sure that each spot colours used in multi programmes are the same and are 
 recognised by each programme. 
 
9. Check screen angles especially two colour and tint colours. 
 
10. Check for correct DPI (PPI) for scans and photoshop files 
 
11. Check stepping (multiple paste) suits the stock size and grain direction. 
 
12. Check distortion requirements. 
 
13. Check separations on a laser proof before film output. 
 
14. Check full set of step and repeat proofs before film output. 
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HARD COPY ART 
(Supplied by Customer) 

 
 
Make sure that you have:- a.  Colour breakout ie colour rough 
    b.  Finished size 
    c.  Stock type and weight 
    d.  Number required 
    e.  Contact persons name and number 
 
 
 
 

COLOUR MATCHING 
 
 
1. Do not colour match to colours on screen 
 
 
2. Colour match under controlled lighting 
 
3. PMS Colours are suitable for spot colours (mixed inks). 
 * Note not all PMS colours can be matched with processed inks 
 
4. Always use new PMS books, old books fade and lead to mismatching. 
 
5. Send customers samples to be matched with your job 
 
 
 
 
 
 
 
 
 
 
 
 
 
______________________________________________________________________________ 
 

This information is updated as required to meet changing circumstances. 

For a copy of the most recent file visit the "Members Only" section of 

 PrintNZ’s  website at: 

http://www.printnz.co.nz 

or telephone 0800 654 455 

 


