
CLEAN FILES
QUICK REFERENCE CARD
� Please review the first set of these items before you

begin your project and the second set before you
send it to us.

� If you ever have questions about preparing your
files, please feel free to call our customer education
department at 800.321.3136, ex. 312.

� You will find more detailed information on our
Web site: www.riponprinters.com

1. Document set-up should match our trim size for
your printed piece as stated on our quotation.
� We’d like to ensure that you achieve your desired

margins. Many times document set-up (trim size) is
8-1/2" x 11" by default. Based on our web press
equipment, however, our preferred (and most effi-
cient) trim size is 8-3/8" x 10-7/8". Please refer to
our quote to confirm the size we are planning to
trim your job.

2. The color format of your graphics should be appro-
priate for the desired output (i.e., 4/color process ele-
ments saved as CMYK; spot color saved as spot color).
The color in the page layout document should be sep-
arated properly for desired output (i.e., if your job is
quoted to print three colors, the files are separated for
those three colors).
� When setting color format, you need to know how

specific images are going to be used. Is your job
black only or does it print in different colors? If it
prints in color, is it spot color or 4/color process?
� Images for all-black jobs should be either a

grayscale or bitmap.
� All 4/color images should be saved in the

CMYK mode, not RBG.
� All monotone images should be saved in the

grayscale mode and colored in the correct
Pantone/PMS colors in a photo handling pro-
gram. If they are saved as a black Grayscale
image and colored in a page layout software,
we may encounter problems when the job goes
into the Raster Image Processor (RIP); our RIP
sometimes loses colors created in Quark, for
example. Please make sure that the
Pantone/PMS color is labeled as a “spot color,”
not as a “process color.”

� When the color format of your files doesn’t match
the format your job was quoted for, we may have to
reseparate color elements for proper output. This
delays your job.
� All spot colors should be labeled consistently
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using the correct Pantone/PMS number. 
� All 4/color or process colors should be labeled

as process and be saved in the CMYK mode.

3. We prefer that you use PostScript Type 1 fonts.
� PostScript Type 1 fonts are made to run on high-end

imagesetters and platesetters. TrueType fonts are not;
they present several problems for us. For speedy and
accurate output once the job arrives, we recommend
you do not use TrueType fonts.

4. Fonts should be kept in a single dedicated folder.
� As our RIP cannot link to folders nested inside other

folders, we will have to move fonts into a single
folder before outputting the job if you do not pro-
vide them that way. This may slow the processing of
your job.

5. We prefer that graphic files be submitted 
uncompressed.
� The need to uncompress your files slows processing

of the job. And since data is lost during a JPEG com-
pression, quality may be compromised as well.

1. Please be sure to send all the fonts needed for your
job (both screen fonts and printer fonts).
� Historically, missing fonts has been the biggest cause

of delay when projects come to us. This seems to be
true throughout the graphics arts industry. For best
efficiency when your job arrives at RCP, it needs to
have with it all the fonts used for the project, not
only those used in the document but also any fonts
in the images you are sending with your job. Please
double-check.

2. We encourage you to send laser proofs – which
should be current, one-sided and at the same percent-
age the job will be output at.
� For electronic projects, laser proofs are the only indi-

cation we have of what you want the job to look like.
Your lasers should be current so we can be certain we
are outputting what you really intend for us to print.
If you send us outdated lasers, the files we output
won’t match the lasers and we’ll have to ask why.

� In the computer-to-film workflow, we lay your sup-
plied laser over the film on a light table to check our
output against the laser. We want to see the type and
images on film lining up exactly with the laser. If the
lasers aren’t current, if they aren’t one-sided, or if
they are not at the same percentage the job is output
at, we cannot efficiently determine that the files have
imaged properly.

� If a job goes computer-to-plate, we use the lasers to
help ensure that the image on our digital proof will
be what you intend to appear in the printed piece.

Before sending us the job



How can you help us ensure your job delivers when
you want it to? Follow these tips:

1Early on, call our customer education department at
800.321.3136, ex. 312, to review preparation of your

electronic files. When appropriate, send us a “Test Disk.”

2Look over your project one more time before submit-
ting it to us. The most common issues we encounter

with electronic jobs are: fonts are missing; files are set-up
for the wrong trim size; color has been formatted
improperly; fonts are not PostScript Type 1; fonts have
not been gathered into a single font folder; files have
been compressed; lasers, if supplied, are not current, are
not one-sided, or are not at the same percentage as the
job will be output.

3Firm up job specifications with your Account Service
Representative (ASR) early enough so we can get

stock here in time to meet your desired delivery date.

4Make sure all materials 
arrive here as scheduled.

5Turn proofs around the same day you receive them,
using a next day service to return them. This is what

is allowed in the schedule you are given.

6At the proofing stage, keep alterations to a minimum;
excessive alterations cause missed delivery dates.

Promptly sign and fax back your authorization for alter-
ations charges.

7For jobs on house stocks, be sure we have a firm print
quantity when you return the proofs.

8If the job mails, provide your mail files at least one
week prior to the expected mail date.

9Postage checks MUST arrive two days 
prior to the mailing drop date.

10If the job has inserts, provide samples or specifica-
tions so we can ensure they’ll meet the require-

ments of our equipment.

11Provide firm shipping information by the time you
return proofs. If there will be a large number of

drop shipments, we’ll need to know this initially when
we schedule the job.

12Avoid special-sized 
cartons whenever possible.

TIPS FOR ON-TIME DELIVERY
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TECHNICAL INFORMATION SERIES
Using our FTP site to transfer mail list processing and

electronic composition files – step-by-step instructions
using NetScape browser or FTP client software.
(EPP1/M1)

Electronic Imaging Success with a Test Disk – Details
our Test Disk program along with pointers to help you
create a “clean file!” (EPP2)

Electronic imaging checklist – A useful checklist to com-
plete and send with your disks. (EPP3)

Successfully finding and collecting your fonts – learn
about screen and printer fonts, Postscript Type 1 and
how to collect them. (EPP10)

Electronic file formats and file compression – learn
about supported and unsupported formats along with
hints about compression. (EPP11)

The “art” of the halftone – deals extensively with adjust-
ing halftones and duotones for coldset/non-heatset
printing. (EPP12)

Creating PDFs for print production – a review of con-
cerns, PageMaker and QuarkXPress guidelines and set-
tings for Adobe Distiller 4.0 & 5.0. (EPP13)

Everything you wanted to know about coldset/non-
heatset printing – here’s the nuts and bolts about our
print process and what designers can expect once the
press gets started. (P4)

Press proofing at RCP – what to expect when you visit
our plant. (P1)

Designing your mailpiece for ink-jet imaging – aids in
creating a piece compatible with USPS
regulations and our equipment. (M7)

QUICK REFERENCE CARD
Critical specifications for electronic pub-
lishers are gathered from the Technical
Information Sheets into a handy two-sided
card. Line screen, dot gain and under
color removal are grouped by paper stock.
Also includes trapping information and
required proofs.

ADDITIONAL RESOURCES

From all live matter to final trims, including copy in bleed tabs – 1/4" preferred, 3/16" minimumFor saddlestitched products requiring multiple sections; sin-gle sections of 12, 20, 28, 36, 40 or 44 pages – 1/2" preferred, 3/8" minimum

MARGIN ALLOWANCES

5-hole, 1/2" drill – 1" preferred, 7/8" minimum3-hole, 3/16" or 1/4" drill – 3/4" preferred, 5/8" minimumDistance from any perforation to spine fold – 3/8" preferred, 1/4" minimum

DRILL & PERFORATION ALLOWANCES 

1/4" preferred, 1/8" minimumSaddlestitch covers for books of 48 or more pages shouldhave 1/4" minimum face bleeds.Corner marks and exterior register marks should be no clos-er than 1/8" to final trim on materials for perfect bindproducts, 1/4" for saddlestitch products.

BLEED ALLOWANCES

2-page films must be in printer spreads. Contact us for gut-ter specifications to allow for saddlestitch pushout and 3/4web imposition. Our standard skive (grind off) for singlepass perfect bind products is 1/8".8-page flats for web press must be supplied to our specifica-tions using our pinning template. Custom specifications,including pagination dummies, will be supplied for youruse. Please call with your maximum page image size, pagecount, binding method, any special finishing requirements andfinal trim size so we can prepare the materials you will need.

IF SUPPLYING 2- OR 8- PAGE FILMS…

TECH INFO SERIESQUICK REFERENCE CARD
This easy-to-use compendium of specifications, taken fromour Technical Information Sheets, is intended to help you pre-pare your electronic files, plate-ready films or camera readyart for efficient production. You are encouraged to reviewthe complete Technical Information series and share thesematerials with your designer, service bureau or other sourceinvolved in the creation of your page materials. Please con-tact us for additional copies of any of these items.

Scanning resolution is determined by the line screen asnoted inside for each press and the stocks available. For an output line screen less than 150 lines per inch (lpi), usethe “quality factor” of 2. For example: for projects printing onuncoated papers where the film will be output at 120 lines perinch (lpi), set the scanning resolution at 240 dots per inch (dpi) -the lpi times 2. 
A quality factor of 1.5 can be used for 150 lpi or greater sincethese screen frequencies can resolve finer details.

RESOLUTION FOR YOUR HALFTONE SCANS

You may request the following Technical Information
Sheets from your ASR to assist in preparation of your
project. These sheets are also available in PDF format
at our Web site: www.riponprinters.com
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