Points to note when preparing your master copy for course pack production:

· Clear and legible, single-sided A4 white papers.

· Reserve at least one-half inch margin on all sides of page for      binding.

· Assign running number to all pages.

· Make sure the original page numbers in the copyrighted materials show up on the master copy.  This helps to ensure that no pages are missing from the materials.

· Count pages of each article while making the master copy and add a blank page if there is an odd-numbered article.  This will eliminate steps from the proofing process.

· Staple free and “manual paste-up” artworks free.

Please note that we can handle black-and-white images only and the quality of the master copy determines the quality of your course pack.[image: image1.png]



