
Specification Sheets
for Print Buying

(Spec Sheets for short)



From Guide to Graphic Print Production



Sample Production Schedule and Print Spec

Example of what I included with the archive of the job.



Specification Sheet 
- The spec sheet can be thought of as a recipe or directions for how you 

want your project to be “cooked”.

- This information is used by the printers, CSM(or print rep), the prepress 
division, the printer estimator and the delivery person.



Specification properties 
- Contact info

- Input/Output 

- Job Name/Description

- Colors

- Quantity/ Size /Page Count

- Paper Stock

- Binding

- Finishing

- Dates



Specification properties 
- Any field that is not applicable you can omit from your specs





Why not email 
your specs?



Name/Contact Information
● Nameplate (optional)

○ professional
○ aids in efficiency when setting up multiple Spec Sheets

● Contact Information
○ Company: Project Manager/CSM Contact name, address, email, phone, fax
○ Designer/Production Artist: Contact name, address, email, phone, fax
○ Delivery (if different than above): Contact name, address, email, phone, fax

○



Job
● Name (CCBC Strategic Plan Brochure FY2016)

○ Include the name of the Client
○ campaign identifier
○ Type of printed piece
○ Date or Dimensions if multiple specs are supplied to distinguish one from another 

● Description
○ This is for you, other designers, project managers and the printer to get a brief summary.



Input
● Mechanicals/Deliverables

○ Includes the application and version of the files you’ll submit (ie. InDesign CC or PDF X;1-a)



Output: Proofs/sign-offs
● Proofs

○ Be clear about what proofing you want up front, as requesting it later may impact cost. 

○ Blueline (offset projects). A flat color drawdown and a low-res or plain folded paper dummy. 

○ Color Proof (digital projects). One sample is recommended.

○ Press Check  On-site visit, adjustments made based on live feedback before running job. 
(May not be available due to scheduling). Always respect the knowledge of the press operator.

○ PDF (not recommended for color critical, double-sided, bound, or first run) 
Best for repeat projects.

● Sign-offs
○ A sign-off sheet accompanies your proof. It will state the terms of agreement for additional edits.



Size
● Dimensions

○ W X H and units
○ ie. 11” w x 8.5” h

● Flat size
○ Flat: 11” w x 8.5” h

● Folded size
○ folded: 5.5” w x 8.5” h



Page Count 
● Be clear between counting pages and sheets. When in doubt, consult 

printer. One of the most miscommunicated 

○ ie.  4 pages, 2 sheets
○ 12 pages plus cover, 4 sheets
○ don’t forget to count blank pages
○ for saddlestitch: must be divisible by 4



How can you make sure that 
you print the RIGHT amount 
the first time?
Printing an additional 100-200 in RUSH turnaround can be very expensive and stressful ...

Quantity



Quantity
● Safety measure: calculate waste

○ add an additional 4% to your quantity

● Price breaks
○ a quantity determined by the printer when a drop in cost occurs. 500, 1000 etc.

● 1000 is a magic number. 
○ typically when the cost of a job is viable to set up for offset printing

● Quantities can be expressed as options with color:
○ option 1: 4/4, 1000
○ option 2: 4/4, 3000
○ option 3: Digital, 1000



Paper Stock
● Mill, Line, Color, Finish, Weight

○ Mohawk, Beckett, Expressions, Grain Smooth, 80 lb. cover
○ Sappi Flo, 100 # text



Color
What type of printing you are requesting?

● Offset
○ Expressed as “#/#” (“4 over 4” = CMYK or 4 color both sides)
○ 2/0     PMS 144 and Black (2 colors on the front: 144 and black. No printing on the back)
○ 5/5 ”Spot Gloss Varnish” or “Flood AQ matte”  (Varnishes should be counted as an ink)

● Digital
○ List as Digital



Bleeds

● Bleeds can be listed in color, size, description, or it’s own property.
○ bleeds: yes

○ bleeds: off bottom edge.

○ 2/0  with bleed



Binding
● Saddle-stitch, Perfect-bound, tape binding, spiral, etc.



Finishing
● Any number of finishings can be listed

○ Scores
○ Diecuts
○ Perforations
○ Glue
○ Varnishs/UV coating
○ Foil stamping
○ Emboss/deboss
○ Laminate
○ Collate/Inserts, (reference other documents/jobs)
○ Mail-merge/Data-variable laser printing



Dates
● Current Date

● Date Needed

● Date to Press
○ determined at the beginning of the project



Notes
● Space for additional details about the job that might pertain to billing, 

packaging printing, vacations/correspondence, or deadlines

○ ie. Requests for “Multiples of 50.” 

○ ie. “quote should include shipping costs” 





ALWAYS SUPPLY 
A PRINTED SAMPLE 

AND FOLDED MOCK-UP 
(DUMMY)



Printing 
Estimate 
from Printer



Printing 
Sign off 
Sheet


