Preflight Checklist

This list is provided in Word so you can update and edit as you learn about things you tend to miss or forget. Use this list to complement InDesign’s preflight and package details as you prepare for print.

INDESIGN CHECK

· Run InDesign’s preflight and react accordingly.

· Check for extra objects and text boxes; delete as needed. (Select all to show white or invisible objects or go to View > Show Frame Edges.)
· Spell check. Ask client about unfamiliar names, words, or acronyms. Don’t correct a name without verifying! It could be an unfamiliar spelling.
· Print and examine at 100% scale.

· Export a high-res PDF and include with your package.

· Check that bleed areas are set up appropriately (usually 0.125” all sides). Check against any supplied specs, if any.

· Check that all fill areas and images extend to the edge of the bleed area, if they are to bleed off the page.

· Repair and update any broken links.

· Look for accidental opacity and blending mode changes. If applicable, ensure consistency across objects with blending modes and opacity shifts.

· If there are non-printing objects used to illustrate an effect or placement for the printer, make them bright and obvious. These FPO (for placement only) items should be placed on a clearly labeled layer that can be turned off by the prepress department before printing. 

· Ensure layers are turned off and on as needed. Delete any unused or unneeded layers that might confuse the prepress team. 

· Clean up your artboard—no items left outside of the print area unless bleeding from the page.

RASTER IMAGES

· Check that Actual PPI is 300+. (Check using Links panel or Package.)

· Check for appropriate color space for print (CMYK, PMS, or grayscale).
· Check that images are retouched as necessary.
· Check that images are color balanced and adjusted for contrast (Levels).

· Ensure files are in an appropriate file type: save as PSD or TIFF.
· Delete unnecessary or unused layers in your image files.

VECTOR IMAGES
· Check for appropriate color space for print (CMYK, PMS, or grayscale).
· Ensure files are in an appropriate file type: save as EPS, AI, or PDF.
· Check that Illustrator color swatches match InDesign swatch values, where appropriate.
SWATCHES

· Check that swatches are CMYK or spot as needed.

· Cleanly label all swatches for prepress team.

· Delete any unused swatches.
· Ensure that there is no use of [Registration] swatch for black.

TYPOGRAPHY
· Ensure that type is clean: spacing is even and consistent in tracking and leading.

· Check that tabs and tables are set up cleanly where appropriate.

· Check that space between paragraphs is consistent.

· Ensure that paragraph styles and character styles are applied consistently. (Example: all captions are the same font, size, color, and alignment.)
· Ensure that there are no widows or orphans.

· Find and replace double spaces with single spaces.
· Replace type with glyphs where appropriate. 

· Fractions

· Trademark and registration symbols

· Proper quotes

· Em-dashes, en-dashes, and hyphens

· Ligatures (use sparingly)

· Proper accents for foreign words

· Apply superscript and subscript as needed.
