
Electronic Prepress Information Sheet

THE MAPLE-VAIL BOOK MANUFACTURING GROUP

CUSTOMER INFORMATION PO Number _________________________
Company ____________________________________________________________________ Date ______________
Contact _______________________________________________________________________________________
Phone ___________________ Fax ___________________________ E-Mail Address____________________________ 

COMPOSITOR INFORMATION
Company ________________________________________ Contact ________________________________________
Phone ___________________ Fax ___________________________ E-Mail Address____________________________ 

BOOK SPECIFICATIONS New  ❏ Revision  ❏ Print Run __________________________________

Title __________________________________ Author _____________________ ISBN # _______________________
Ink Color:   Body Text  Black  ❏ Other  ❏ (designate PMS color and number) _____________________________________

Second Color (designate PMS color and number) _____________________________________________________
Web  ❏ Sheetfed  ❏ Binding Style _____________________ Paper _______________________________________
Trim Size ___________________ Head Margin _________________________ Gutter Margin ______________________
Trim Style: Full  ❏ Rough  ❏ Bleeds: Yes  ❏ No  ❏ Total Pages (including blanks) ___________________________
Total number of illustrations: Line art ________________ Halftones __________________ Screens ___________________
Page Breakdown: Front Matter __________ Text _________ Index/Back Matter _________ Other _____________________
Complete  ❏ Incomplete  ❏ Pages to come __________________________________________________________ 
Blank Pages:____________________________________________________________________________________

FILE SPECIFICATIONS
Number of disks enclosed _______ PC  ❏ Mac  ❏ Size/type ________________Operating System__________________
Application(s) _____________________________________________ Version(s) _____________________________
QuarkXPress XTensions (if used) ______________________________________________________________________
Fonts are embedded in PostScript files  ❏ on the disk  ❏     Current versions of Adobe/Linotype to be supplied by the printer  ❏
Fonts used    _______________________________________ Manufacturer_______________________  

_______________________________________ Manufacturer_______________________ 
_______________________________________ Manufacturer_______________________
_______________________________________ Manufacturer_______________________
_______________________________________ Manufacturer_______________________ 
_______________________________________ Manufacturer_______________________ 
_______________________________________ Manufacturer_______________________ 
_______________________________________ Manufacturer_______________________ 

Files are not compressed  ❏ are compressed using ____________________________________Version _____________ 

GRAPHICS DATA / SCANNING INFORMATION
Illustrations are for position only  ❏ for final output  ❏ Graphics File Format  Tiff  ❏ EPS  ❏ Other  ❏
OPI Graphics  ❏ Low-res images in place  ❏ if not please explain ___________________________________________
_____________________________________________________________________________________________
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July 2004    
Graphics application ___________________________________________________________ Version _____________  



PLEASE BE SURE TO SEND US THE FOLLOWING:

❏

❏ Custom Screen and Printer (PostScript) Fonts:  If you use a customized font, please send it along with your files so we can
assure it will be duplicated exactly the way you want.  Please do not send copyrighted fonts unless you have permission to do so.

❏ Application Files:  A copy of your document as it was prepared in the application program (i.e., QuarkXPress, PageMaker and
Adobe PDF) is necessary to verify page set-up information or to make corrections.

Note:  Please DO NOT send original job disks with corrections.  Send only corrected disks.

NOTES AND SPECIAL INSTRUCTIONS

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

Please be sure to attach a pagination guide, binding specifications, or any other guideline you would like us to follow.

DISK DIRECTORY Note:  Each disk should be identified with customer name, title, author, and disk number.  
Please attach additional sheets if necessary. 

Disk: _____________________________________ Disk: _____________________________________

File Name # Pages Page Range File Name # Pages Page Range
_________________________________________ _________________________________________
_________________________________________ _________________________________________
_________________________________________ _________________________________________
_________________________________________ _________________________________________
_________________________________________ _________________________________________
_________________________________________ _________________________________________
_________________________________________ _________________________________________
_________________________________________ _________________________________________
_________________________________________ _________________________________________
_________________________________________ _________________________________________
_________________________________________ _________________________________________
_________________________________________ _________________________________________

FM00-001-016.ps 16                  i-xvi

CH01-001-050.ps                               50                  1-50
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❏ PostScript Files:  Providing PostScript files with your application files saves conversion time and additional charges.  If
changes are made to your application files, we will translate those pages for you.  Please contact us for application-specific
instructions for saving PostScript print-to-disk files.

Laser Copy (with printed crop marks) of entire book:  Your laser copy will provide us with a guideline to identify page
breaks, margins and font usage.  Also, if graphics are for position only, label them accordingly;  i.e. “F.P.O.”  Please be sure
to send us final ‘Live’ laser copy of all files, including any necessary corrections.



PAGINATION GUIDE

Please be specific when providing a complete listing of all pages of the book by following the example provided. It is very important
that a listing of all blank pages be included as well.

RANGE DESCRIPTION RANGE DESCRIPTION

i  . . . . . . . . . . . . .Title Page ________________ ________________________________
iii  . . . . . . . . . . . .Half Title ________________ ________________________________
iv  . . . . . . . . . . . . .C/R Page ________________ ________________________________
v  . . . . . . . . . . . . .Half Title ________________ ________________________________
vii  . . . . . . . . . . . .Acknowledgements ________________ ________________________________
1-255  . . . . . . . . .Text ________________ ________________________________
257-260  . . . . . . .Glossary ________________ ________________________________
261-265  . . . . . . .Index ________________ ________________________________

________________ ________________________________
________________ ________________________________
________________ ________________________________
________________ ________________________________
________________ ________________________________
________________ ________________________________
________________ ________________________________
________________ ________________________________

Blank Pages: ii, vi, viii, 256, 266-272 Blank Pages: ______________________________________
________________________________________________
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