
Graphic Design Check Off List
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1. Print  Dimensions	 ________________________________________
2. Color (Spot, CMYK)	 ________________________________________
3. Bleed	 ________________________________________
4. Fonts	 ________________________________________ 
5. Graphics Software	 ________________________________________ 
6. Live Area
7. Screen Frequency
8. DPI	 300 dpi minimum except of course vectored art
9. Bitmap Black and White TIFF must be 1200 dpi
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17. Fonts included 	 ❒
18. Packaged	 ❒
19. Crops	 ❒  
20. PDF	 ❒
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


        





         


          


          
           


           








 


 
         

           


 
 
 




                                                 
1 Climate change is the term used to describe the altering of global weather patterns as a re sult of the accumulation of greenhouse gases in the atmosphere from human activity.  It is also refereed to as ‘global warming’ or the 

‘greenhouse effect’. 
 



How to use this guide:
1. Identify the design or decision stage that you have influence over. 
Perhaps you are the tyoe setter or you are deciding on the layout of the 
document, or the type of printing, each design stage has the potential to 
contribute to environmental impacts.
2. Go through the design considerations of the design or decision stage 
that you are responsible for and identify actions you can take.
In some cases this will involve many aspects of the design process and 
in others it might just be one stage, it is important to be aware of the 
potential impacts associated with the different stages of the design 
process and be aware of ways to reduce these impacts.
3. Endeavour to incorporate as many of the design considerations  as 
possible. Highlight the considerations that you can employ to reduce 
your designs impacts

4. Communicate your eco design considerations to your 
client so that they are aware of your design decisionsStage 

Design Consideration
Reduce impacts through aesthetics:
Consider how the aesthetic style can be optimized to include environmental options.

Save paper, reduce white space
Avoid the use of blank space, whilst keeping the layout legible and well designed

Reduce the page header and footers to an appropriate amount for 
your presentation
Avoid blank pages by trying alternatives such as having the contents on the front 
page under the heading
Consider page bleeds and how they may affect recycling.  
Don’t bleed all the way to the edge unless absolutely required.
Avoid spaces between headings and block text

Always use both sides of the paper

Layout:
 Consider sheet size and dimensions. Can a smaller size be used to achieve the 
same quality design and save paper?
 Consider legibility and length of lines, consider breaking up the document into 2-3 
columns, if lines of text exceed 100mm (4 inches)
 Minimise the use of paper by minimizing spaces in conjunction with the use of 
suitable margins: try 0.375 in on either side

Designing to multiples of four pages, to reduce impacts of different  
binding techniques…… 

Design size, layout and formats:
Tables
When formatting tables; always set your font to 2 points smaller than onscreen 
font. Use sufficient spacing around the table and larger spacing within the table

Typesetting
Condense the space between words, incorporate denser spacing as part 
of the design, fit into restricted spaces and tie up words hanging out 
alone: try 0.4pt

Don’t overdo the heading size: try 20 – 25 for main title, 15 for section 
headings and 12 for subsections. Alternatively try using different font 
types in smaller sizes as headings to make them stand out
Keep spacing between sentences to a minimum: try 1-1.5pt

 

Text and fonts
Fonts
Choose font types which are legible whether 
published onscreen or designed to print: try Serif 
fonts for printed works & San Serif for online work...  
(easier to read at 72 dots per inch)

Design using smaller font size: try keeping reports and 
documents to font size 10, while minimizing business card and 
book font to sizes 8-10
Design Stage Design Considerations
Less is more – reduce the amount of color
Minimize the number of colors used in a design, remembering 
that the inappropriate use of color can be disastrous to the 
application from a graphic/visual perspective.
Consolidating the use of color to black, not multiple colors which 
make up black (rich black)

Design for monochrome, then add color if absolutely necessary
Avoid using block colors as these require much more ink  
to produce.
Consider making maximum visual effect with the least amount 
of ink and color.

Colors
Try alternatives techniques to color
Try not using color at all and use alternative techniques
Try using one color and making advantage of the negative space 
between the color, but still being conscious not to waste paper.

Only print what is needed
 Assess your job, with distribution and audience in mind and 
only do what is absolutely necessary.
Reduce waste by only printing what you need or consider 
doing smaller print runs
Consider sending to smaller solicitations, yet a more effective 
audience; have updated client information on your database

Organizing the print run
Design to use all the paper specified and minimize printers’ off 
cut waste. Get your printer on board…
Book time with your printer, and communicate quantities 
and paper well in advance to stop emergency transport of 
materials,(especially if buying special order recycled paper)

Use a printer that has certifications or ask your printer to get 
them. These can include FSC, ISO 14001, EPA  and waterless.


