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Graphic Design Pre-Print/finalise Checklist

	Project
Name
	
	Project Lead
	




IMPORTANT: OFFICE USE ONLY. MUST BE COMPLETED AND SIGNED BY THE TEAM MEMBER WORKING ON THE PROJECT. All rows must be marked and initialled.


All items below must be ticked and signed finalised artwork is sent to the printer or client.
[bookmark: _GoBack]
	#
	DESCRIPTION
	N/A
	YES
	STAFF NAME
	STAFF INITIAL

	1
	Content has been spell checked
	
	
	
	

	2
	There are no double spaces within the content
	
	
	
	

	3
	Styling is consistent (headings, capitalisation, use of colour, spacing, etc)
	
	
	
	

	4
	The correct DPI has been used. Please specify: 
	
	
	
	

	5
	Image quality and colour profile have been checked (CMYK or RGB)
	
	
	
	

	6
	All URLs, phone numbers and social media have been tested
	
	
	
	

	7
	Dimensions of the design are correct. Please specify:              



	
	
	
	

	8
	Crop and bleed marks have been added
	
	
	
	

	9
	The correct brand colours and/or colour values have been used. 
All unnecessary swatches have been removed from the artwork.
PMS colours: Please confirm they are set up correctly by using 
Adobe Acrobat Output preview before sending to print.
	
	
	
	

	10
	All unused file layers and graphics have been removed from the file. 
	
	
	
	

	11
	Design has been printed and tested
	
	
	
	

	12
	Client has approved the design in writing
	
	
	
	

	13
	Design has been double checked by Senior Designer or Creative Director
	
	
	
	

	14
	The file has correctly been named and stored on the server as per the requirements
	
	
	
	




Project Lead comments

	

	

	




DECLARATION
TO BE COMPLETED BY PROJECT LEAD ONLY AFTER ALL ITEMS IN ROWS ARE SIGNED 
By signing below, you and your team agree to have thoroughly checked, tested and actioned ALL applicable items listed in this checklist.

	Full name
	
	Signature
	
	Date
	




Senior Designer or Creative Director 

	Full name
	
	Signature
	
	Date
	




	Pass onto Studio Manager after completion.
STORE IN CLIENT FOLDER AND FILE IN THE CLIENT FILING CABINET.
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