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Checklist

Is the document laid out in CMYK?

Does the file contain any multimedia content, com-
ments or form fields in the print layout such as a clip-
ping path (Photoshop)?   

Is the file laid out in open end size, with the additional 
2 mm bleed allowance?

Is the content, that may not be cut off, placed far enough 
from the edge (min. 3 mm, with calendars, notepads 
and brochures with spiral binding at least 20 mm on the 
side where they will be bound)?

Does the side number of the document match the side 
number given in the order? (Have all superfluous sides 
been deleted? Are all sides clearly marked?)

Is the file format correct? PDF (preferably PDF/X4), JPG, 
TIFF, EPS.

Are the fonts embedded or converted into strings or 
curves?

Is the image resolution sufficient (at least 250 dpi, line 
art 1,200 dpi)?

Are the lines thick enough? Could any thin lines that 
would become visible through automatic scaling be hid-
ing in the file?

Have all auxiliary lines and layers been deleted?

Is everything written correctly (Attention: transposed 
digits) and legible (font size, contrast)?

Everything checked off?

Then you can send your artwork to us now.

Should you be unsure whether everything is in order, you find helpful
tips and tricks on the following pages.
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Cropping area/bleed difference

OPEN END SIZE

When you completely open your end product, you see what 
we consider an open end size. 

CLOSED END SIZE

We consider the size that you can see and measure when you 
have your end product in hand a closed end size. It is also the 
size that you can choose during the ordering process.

 i Use our free templates to create your documents

Always lay out your documents in the open end size, includ-
ing the all-around 2 mm bleed difference that prevents im-
portant information from being cut off. 

h 1 mm for Envelopes 
h 3 mm for Advertising Technology Products

Text and images should be at least 3 mm from the edge of the 
final format. In the case of calendars, notepads and brochures 
with spiral binding, please make sure you leave 20 mm space 
to the edge of the side where they will be bound.

Position background graphics and images which are sup-
posed to reach the edge of the print product within the crop-
ping area. Like that you can avoid white gaps.

 i Keep shingling in mind when placing images and 
texts in brochures (safety distance to the bleed). Sizes 
that differ from the information on your order will 
automatically be scaled to the ordered size (without 
bleed difference).

Bleed

Safety area

Information area

Final format

2 mm cropping area/bleed difference

3 mm minimum distance to bleed

3 mm
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Resolution

We recommend a graphic resolution of at least 250 dpi for 
grey scale and colour graphics (in the original size) to ensure 
an optimal printed result. Please consider a difference in res-
olution for the following products:

h resolution of at least 150 dpi – Ad Posters, Advertising 
Technology Products with text

h resolution of at least 72 dpi – Advertising Technology 
Products

Line art (e.g. text with a small point size and symbols) should 
be laid out with a resolution of 1200 dpi to avoid a “saw 
tooth“ effect. This occurs because line art, in contrast to 
other images with fluid transitions, shows hard colour edges 
and high contrast.

 i Always lay out your graphics with the right size and 
resolution. Scaling up or increasing the resolution later 
on will result in poorer quality.

The higher the resolution, the greater the amount of data. To 
reduce this amount, we recommend that you cut your im-
ages down to the size or detail you would like to use (Fig. 1).

Fig. 1: Cropping the image to reduce the size of the file
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Colours

COLOUR LAYOUT AND COLOUR MODE 

Lay out your documents in grey scale, CMYK not with RGB!

Before saving, rid the document of all superfluous colours 
(for example, from your colour or mixing palette), so that 
only the colours you truly chose are used in printing. Do not 
lay out pre-separated files! That means you are not to split 
your files into four different levels (one for each of the col-
ours, cyan, magenta, yellow, and key = black).

We recommend to set up grey areas in graduations of black 
only in order achieve a satisfying printing result. Creating 
grey areas using the 4 process colours CMYK it could lead to 
colour variations.

 i Printing machines print four colours in CMYK. RGB 
is predominantly suited for the display of colours on a 
screen.
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Fonts

Do not place text, logos and other elements too close to the 
edge of the page, otherwise they may be cut off. We recom-
mend a distance of ca. 3 mm from the edge of the page. see 
page 4 „cropping area/bleed difference“.

The font size should be at least 6 pt to ensure readability. 
Please keep in mind that the general reading font size is 12 
pt. The larger your product, the larger the optimal font size 
should be. That means, for example, that 6 pt, while a rea-
sonable size on a business card, would be essentially unrea-
dable on a poster or flyer.

Fonts must be embedded in the document or converted into 
curves to avoid problems with the text size. You may not 
use mixed colors (CMYK) for designing black texts, but 100 % 
black (K-channel).

Due to its brightness/lightness, the font does not differentiate itself 

significantly from the background

 i There are standard fonts that are installed on most 
PCs. There are also, however, typical fonts for a particu-
lar programme that are not installed on every computer 
and therefore cannot be displayed, or will be converted 
to a standard font. To avoid this, fonts have to be em-
bedded.

 i Please avoid fonts like „Kalinga“, „Amatic“, „Amatica“ 
and „Kartiga“ because they can lead to errors in printed 
images. If they cannot be avoided, be sure to convert the 
font into paths and curves.

The font size is always to be adjusted for the final product so that it 

ensures readability

Lorem ipsum dolor sit amet, consectetuer  
adipiscing elit. Aenean commodo ligula eget.

!"

Lorem ipsum dolor sit amet, consectetuer  

adipiscing elit. Aenean commodo ligula eget.
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Orthography and composition

We do not control your document in terms of content. For 
multi-side documents, or documents with folds, make sure 
that the alignment and the sequence of the sides are clearly 
recognisable. 

Do not use hairlines. They are too thin to be properly printed.
Lines should be at least 0.125 pt. 

We recommend not to use frames that shall act as border for 
the whole document (end size) as these may be cut due to 
the customary cutting tolerance.

Lines

 i Lines that are laid out with an insufficient thickness 
will be automatically thickened by our editing program-
me. Please make sure that no lines of 0 pt thickness are 
hiding in your document, because they may appear in the 
final product as a result of the automatic thickening.

Outside Inside

Recharge with products from 

three different care ranges for 

skin, hair and nails. Dermatolo-

gists have developed products 

for your well-being with your indi-

vidual needs in mind.

OUR BEAUTY RANGE AT 

A GLANCE

Head to Toe

Hair and Make-up

Anti-Ageing

Competent advice

ARRANGE AN 

APPOINTMENT 

TODAY! 

Telephone no. 01223 32 38 00

34 York Street   

Cambridge CB1 2PY

Beauty
Passion
F O R

A N D

HAIR & BEAUTY

www.hairandbeauty.com

HAIR & BEAUTY

HOW DO YOU FEEL?

When was your last beauty day? Have 

you been planning one for a long time 

but just didn’t have the right beauty 

products at hand?

At Look & Feel you’ll find cosmetics 

for a feeling of well-being from head to 

toe. You can have your own person-

al wellness day at home without the 

hassle of making appointments. After-

wards you’ll feel relaxed and rejuve-

nated.

We have the perfect product for every 

need. Discover our wide range.

NO TIME FOR BEAUTY 

APPOINTMENTS?

Our products will bring your well-

ness-programme right into your home. 

Decide for yourself when you want to 

have a wellness day without being tied 

to the appointments calender of your 

beautician or hair stylist. You’ll enjoy 

flexibility and will save time.

TRY IT OUT!

See for yourself! A selection of our 

products as a sample-sized complete 

package is available for order. Choose 

between the “Head to Toe”, “Hair and 

Make-up” and “Anti-age” packages. 

Our experienced beauticians will be 

delighted to advise you in our retail 

outlets. You’ll also find various product 

descriptions and tips online at  

 www. hairandbeauty.com www.hairandbeauty.com

HAIR & BEAUTY

Beauty
Passion
F O R

A N D
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SHINGLING

When folding many sheets of paper at once, the most inside
pages are pushed out. This is called shingling. When cutting
the brochure to one single length in the following, the inner 
sides are therefore shorter by the shingling difference. To 
avoid that elements placed directly on the edge (e.g. page 
numbers, lines etc.) are cut off you should keep in mind the 
shingling when creating your artwork. 

Maintain a safe distance of 5 mm to the paper edge. For bro-
chures from 32 sides on we recommend to increase the safe 
distance. As the shingling depends on the paper grammage 
and the number of sides, please lay out your artwork using 
the following shingling figures:

Schematic model of shingling

80 | 90 | 100gsm

Sides Shingling

up to 40 0.9 mm

40 - 60 1.3 mm

64 - 80 1.8 mm

84 - 100 2.6 mm

115gsm

Sides Shingling

up to 40 1.7 mm

40 - 60 2.5 mm

64 - 80 3.4 mm

84 - 100 4.7 mm

135gsm

Sides Shingling

up to 40 2.0 mm

40 - 60 3.0 mm

64 - 80 4.0 mm

84 - 100 5.6 mm

170gsm

Sides Shingling

up to 40 3.4 mm

40 - 60 5.0 mm

64 - 80 6.7 mm

84 - 100 9.4 mm

Brochures
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Brochures
Staple, loop and spiral binding

INSIDE PAGES AND COVER 

Please create brochures as consecutive, individual sides 
starting with the cover page (Fig. 1). Please transfer these 
individual pages to us in a multi-page PDF document.

 i Please do not forget to delete empty or superfluous 
pages from the file before your final save. Desired blank 
pages have to stay in the file.

 i When transmitting individual sides, please include 
the side no. in the file name. A sorting based on the side 
numbers in the file will not be done.

Fig. 1: Separate pages for inside pages and cover
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CONTENT 

Please apply all pages as continuing separated pages (Fig. 
1). The very first side as well as the last side of content will 
be pasted about 5 mm onto the cover inside to make it 
long-living. Keep in mind that therefore 5 mm visible de-
sign space will disappear.

 i We recommend a safety margin of 10 mm to the fold. 

COVER AND FOLDED COVER (FOR PERFECT BINDING)

The cover has to be completely set up and attached with the 
spine (Fig. 2). The width of the spine depends on the number 
of sides and may vary. Please find further information on 
creating artwork, as well as tables for all book spine sizes in 
our data sheets.

Brochures
Perfect binding

Fig. 1: Separate pages for inside contents

Fig. 2: Pre-assembled pages for cover

Back Front

Sp
lin

e

Inside Inside

Sp
lin

e
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Folded Leaflets
4 sided folded leaflet (single fold)

For folded leaflets, the adjacent sides should be created on 
one page – meaning pre-assembled. Please note: for diffe-
rent page orientations on the front and back of the pages in-
side a printed product printed on both sides that the product 
will turn 180° on the vertical axis. 

The layout and the orientation of the format must be created 
accordingly. 

Pre-assembled sides for folded leaflet Orientation for portrait brochure

FrontBack

4 1

InsideInside

2 3

Orientation for landscape brochure

Fr
on

tBack

4 1
In

si
de

In
si

de2 3

1
1
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Orientation for portrait brochure

FrontBack

6 1

InsideInside

3 4

Orientation for landscape brochure

1
1

5

Inside

2
Fr

on
tBack

6 15
In

id
e2 In

si
de3 In

si
de4

Folded Leaflets
6 sided folded leaflet (letterfold)
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Postcards

Postcards can be laid out in portrait or landscape format, 
though the rear side should always be in landscape format 
in order to conform to normal reading habits and to avoid 
problems with the post.

Please create both sides separately and pay attention to the 
orientation and the correct name. That means you should 
lay out the front so that one can read the text “normally” (so 
that the bottom edge is at the bottom of the image). Please 
name the front as obverse and the rear as address side. The 
accompanying picture shows you how front and back are 
arranged by default by our prepress. 

 i Note: You can find a suitable template for the back 
side of your postcard.

Back

Front Back

HAIR & BEAUTY
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Orientation of the front and back side

Please note that for multi-page print products, the front and back sides are rotated on the 
side (left or right) of the respective format. (Landscape: short side and portrait: long side). 
Printing is based on the page orientation of the artwork sent to us. Please note that artwork 
is printed in accordance with your order.

1

1

Front side

1
Back side

2

Fr
on

t s
id

e

1

Back side

2
Orientation: artwork rotated 90° for landscape, short side

Orientation: for landscape, short side

Orientation: portrait, long side

Front side

1
Back side

2

Orientation: artwork rotated 90° for portrait, long side
Fr

on
t s

id
e

1

Back side

2
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Saving print-ready artwork

Save PDF file

Files in PDF-Format are both for you and us the most secure 
way to produce a high-quality printed product, because 
this format has been especially developed for the exchange 
of data between two professional prepress organisations. 
The free Acrobat Reader programme is not sufficient for 
the creation of printable PDF files. For this, the Acrobat 
Full Version is available, although it does cost. You can also 

use the capabilities of your layout programme, as long as 
you pay attention to a few adjustments that will facilitate 
the creation of a perfect PDF file. When creating a PDF fi 
le directly from the layout programme, please use the PDF/
XStandard (PDF/X-4, compatible with PDF 1.6). Make sure 
all colours are converted to CMYK. Convert spot colours 
as specified in the order information and avoid multiple 

layers – even if they are PDF/X-4 compatible. Colour space 
conversion should be done before a transparency reduction. 
Therefore, preserve the native transparencies in the PDF. 
This applies in particular to programs that do not support 
PDF/X standards when creating PDF files.      

FILE FORMATS

Please only use closed, read-only formats to save your print 
data:

h PDF, JPEG, TIFF, EPS

 i WORD, EXCEL and PowerPoint do not create prin-
tready artwork.
 

 i In CorelDRAW created PDFs may show incorrect col-
our representations. Please create only JPEG files with 
CorelDRAW.

 i In Photoshop created TIFFs and PDFs have to be re-
duced to the background layer to avoid problems.

 i Please do not use preseparated DCS EPS data, this-
could lead to variations in colour or print image.

STANDARDS

In menu item „file“ you can save or export the file. Depending
on the programme further windows will open with which 
colour mode, quality and resolution can be set:

h Colour mode:     CMYK
h Resolution:     250 dpi (product-specific)
h Quality:     maximal
h Colour profile:     PSO Coated v3 – FOGRA51

for coated paper
PSO Uncoated v3 – FOGRA52 
for uncoated paper

 i Multimedia content, comments or form fields and 
clipping paths (Photoshop) are not permitted.  

Please refer back to the information on the previous pages.

FILE NAMING

Please name your file uniquely (job number, page order for 
single pages), e.g.:

h AU123456-Brochure-p1, AU123456-Brochure-p2, ...

Please do not use any special or space characters.

FILE SIZE

The maximum data volume of your print files has to be less 
than 1 GB per order. Please edit the pictures or the resolu-
tion, taking the minimum standards into account.

http://www.eci.org/_media/downloads/icc_profiles_from_eci/pso-coated_v3.zip
http://www.eci.org/_media/downloads/icc_profiles_from_eci/pso-uncoated_v3_fogra52.zip
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Standard artwork check

Our standard artwork check is always included and the 
following will be checked:

h correct and closed file format of your artwork 
(PDF, JPG, TIFF, EPS)

h number of sides                                                                                                                                          
h correct size

 i We will scale your artwork automatically to the de-
sired size (without bleeding) if the provided size is in-
correct (only if possible/proportional). Please note that 
adjustments to the size, especially when scaling up the 
artwork (e.g. A6BA4) can cause a decrease in the resolu-
tion and furthermore no bleeding will be added.

h pre-assembled artwork if you have ordered folded 
leaflets with more than 4 sides (correct order)

h clear binding if you have ordered brochures

h perforation lines indicated and possible
h Artwork provided as greyscale if you have ordered one

colour printing (black) – if it is not provided 1-coloured 
(greyscale) it will be transformed correspondingly. This 
may lead to colour deviations.

h automatic conversion into CMYK if artwork was 
created in RGB

 i Please note that the automatic conversion of RGB into 
CMYK can cause colour differences.

h fonts embedded


