Click on https://ecclesfieldgroups.co.uk/plan/ to go to the Ecclesfield Village Plan page, or https://ecclesfieldgroups.co.uk to see a list of current events
Instructions for Printing Ecclesfield Village Survey

The survey comprises a questionnaire, an outer envelope reply, and a reply paid envelope. If there are any queries on anything below, please ring Jim Percival on [image: image1.png]114 2 460 160



.

The artwork for all three items will be supplied as Microsoft Office 2003, Word files (and may not therefore print properly from earlier versions of Word). We will save each file with…

Tools > Options > Save > …
Embed True Type Fonts = On
Embed characters in use only = On
Do not embed common system fonts = Off

You may want to ensure that this has worked by checking that each file is 200k or larger, and by doing,...

Tools > Options > Compatibility > Font Substitution.

We are happy if Word then says “No font substitution is necessary.”, or if it merely lists “Times” as having been substituted. However, if any other fonts are listed as having been substituted, then do not print from this file. Instead, give us a ring, because the document you are looking at is not identical to the one which we are seeing on our computers!

Questionnaire

Since there is a possibility that the questionnaire will be scanned by a mark reader, it must therefore fulfil a few special requirements which are included in the list below.

The questionnaire consists of two sheets.

Both are to be A3 sheets of white 100 gsm paper. The position of the printing with respect to the edge of the paper on pages 1-6 must be consistent within +/- 0.7 mm in both the horizontal and vertical directions (I.e. the position of the text does not have to be the same as on the word document, but just has to be the same on each copy of the final questionnaire). It is vital that there are no marks, specs, or smudges in any of the rectangular or square boxes on any of the pages 1 - 6.

The artwork (V Plan questionsVxx.doc) will be submitted with black text with grey scale photograph, and printed in black with half toning. We understand that the quotation is for plastic plates, and very much liked the half toning of the picture on the proofs of 8th December 2006.

The questionnaire, and word document is conventional, apart from…

· The first page of the document, - I.e. the front cover of the booklet has a photograph, but no page number

· The next page, I.e. the inside front cover has no page number. 

· Subsequent pages, run from page 1 – page 6.

The position of the staples must be consistent across the batch, and we understand that this will be around 90 mm from the top and bottom edge.

Only one batch is required, so all questionnaires will be identical (not as suggested previously).

Note that this is a difficult document to handle or modify using Word. One reason for this is that most of the lines contain more than one font. Doing anything which causes a style to change is likely to cause Word to impose the new style on the whole of the paragraph, and so obliterate all the old font, and paragraph information.

There may be more, but the following occur to me as things that are worth checking …

1. The margins around the photograph on the front page are equal. (there is no problem cutting or squashing the image to optimise this).

2. Page numbers on the facing pages, (I.e. Pages 2/3 and 4/5) are the same height.

3. Except for Page 5 where “Notice boards,” ends in a comma, the text to the right of the boxes should never overflow on to the next line.

4. No questions should overflow across from one page to the next.

5. The large rectangles on page 1. should be drawn with (visibly) the same thickness lines as the smaller square boxes, and all the square boxes should be the same size and have the same thickness line.

6. No lines should contain more than three boxes.

7. In all lines containing three boxes, the boxes should be equally spaced.

8. Generally the boxes should line up both horizontally and vertically.

9. “Continue overleaf” on the bottom of page 5 is in a text box and can disappear in word!

Outer Envelope

The envelope should be white, and large enough so that it can easily contain the A4 questionnaire without folding.

The outer envelope artwork (V Plan envelope Vxx.doc) should be printed on the envelope as shown in the drawing below…

[image: image2.png]



I.e. on the side with the fold, centred between the left and right edges, and centred between the fold and the bottom edge – I.e. so that it looks right when the envelope flap is folded down.

The artwork will be submitted with black text. All printing will be in black. We accept that plastic plates are likely to be used.

Reply Paid Envelope

This envelope should be white and large enough so that it can easily contain the A4 questionnaire without folding.

The reply paid artwork (V Plan reply Vxx.doc) will be supplied.

The reply paid artwork should be printed on the envelope as shown in the drawing on the right…

The artwork will be submitted with black text, and printed in black. We accept that plastic plates are likely to be used.
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