Prevention Team Print Products
1. Keep your design simple. Resist the temptation to keep adding elements. Clutter dilutes the message.
2. Clear everything with agency public affairs officer and/or print specialist before you send it for printing. You may need clearance from them to bypass the GPO printing process that all federal agencies are required to use.
3. Use the right image resolution when placing photos, logos and artwork.  Read: http://desktoppub.about.com/od/resolution/a/resolutiondots.htm
4. If you take an image file off the web, assume it is copyright protected.  Get permission from the photographer or use photos from a government site.
5. When taking photos, set the camera to the highest resolution possible, because you can easily reduce the resolution for web use, but you can’t make the resolution larger for print or display if the original photo is low resolution. Take both vertical and horizontal photos.
6. [bookmark: _GoBack]When using photos of people, get a model release if they are members of the public (non-agency employee). Be especially cautious when using photos of children if they are easily recognizable. If an agency employee is in uniform, try to show their agency badge/logo on sleeve. Avoid pictures of people’s backs. Make sure no safety violations are pictured (ie hardhat, right gear for job). Pay attention to what is occurring in the background of the photo.
7. Use common fonts that everyone has on their computer. If you use a fancy font that you downloaded, the person receiving your file will not have that font and text reflow issues might occur when their computer substitutes the font.
8. Use fonts that are easy to read and meet section 508 legibility standards for contrast, legibility and size. If you use type on a colored background, make sure there is enough contrast. For example, red or dark orange text on a black background using a very fine lined or small font is hard to read and violates accessibility standards.
9. Use the right software for the final output. If you will be printing it in-house on a copier, PowerPoint or Word is fine. If it will go to a commercial printer or vendor, you will need to either export it as a print-ready pdf or use a graphic design program such as InDesign or Illustrator.
10. Check file sizes before emailing attachments. Some email systems will not accept large attachments.
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