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LAYING OUT A FOLDED LEAFLET WITH GATE FOLD

Postcards can be laid out in portrait or horizontal format, 
though the back page should always be in horizontal
format in order to conform to normal reading habits and
to avoid problems with the post. 

Please create both pages separately and pay attention 
to the orientation and the correct name. That means you 
should lay out the front page so that one can read the text 
“normally” (so that the bottom edge is at the bottom of the 
image). Please name the front page as obverse and the 
back as address page. The accompanying picture here 
shows you how front and back pages are arranged by 
default by our prepress.

POST CARDS

readability of postcards in portrait format

Somehow, the left 
picture reminds me 

of a gate!

That’s why that fold is 
called a window or gate
fold. 
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perforation lines for folded fl yers / folded leafl ets

PERFORATION

perforation lines for brochures (4-page)

1cm

folder:

- at least 1cm away from the fold
- also lying in the fold/ break
- max. 3 perforations
- perforation parallel to fold
- minimum distance between   
  perforations: 6cm

6cm

ATTENTION

NOTE

perforations for fl yers

1cm

flyer:

- at least 3cm away from the edge
- the minimum distance between 
  two should be 1cm
- max. 6 perforations per flyer
- perforations parallel to one another

1cm

brochure 4-sided:

- at least 1cm away from the fold
- not on the back 
  (book-brochure back)
- max. 1 perforation per 4-pager
- perforation parallel to back/ fold
- no perforations if the grammage 
  is under 135gsm
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Perforation serve to make the separation of parts of your product easier.  They are useful when 
contact information or other important data ought also to be available separate from the actual 
medium or communication (i.e. printed product). For the various formats of your printed 
product, there are a few basic things to keep in mind regarding perforation (see description).  

When saving, be sure there are no guides left that mark the perforation lines but should not be 
printed themselves.  To position the perforations, we only need one reference template.  It is 
best if you mark the lines and save that picture as a separate file that you have named 
accordingly (e.g. ordernumber_perforation_template.jpg)  

You can place up to 6 perforation lines for your print products. These have to run parallel to 
each other.  For 1-sided and 2-sided print products up to one perforation can run orthogonal 
(right-angled), but this one does not have to run completely through the page.

      Attention: Be sure not 
to lay out guides that mark
the perforation lines but 
should not be printed 
themselves.  We only 
require one template on 
which it is clear where the
perforations should be 
placed.

      Note: Because of the 
corresponding paper 
strength, perforations are 
only possible on papers 
with grammages of more 
than 80gsm. 
Please pay attention to 
the requirements you 
select about such products. 
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DATA TRANSFER

DATA CHECK

SUBMIT

Artwork guide

support@ndi3.com | www.ndi3.com

ndi3printing services

As email attachment: 
When sending data by email, please note your specifi c order number in the subject line. 

For your security and ours, we recommend that you use our professional data check, which you can select as an option when 
ordering.  In a data check, our prepress employees proofread your data according to all important parameters:

 Is the data closed? Is the fi le laid out in PDF-Standard 1.3?
 Is the format correct? (If not, we will contact you).
 Have allowances for bleed been made on all edges (2mm)?
 Are the texts or logos far enough away from the cut lines? (min. 3mm)
 Do the graphics have the proper resolution? (min. 300 dpi, 1200 dpi for line art)
 Is the document laid out in CMYK? With spot colours?
 If grey scale has been ordered, is the fi le laid out that way?
 Is the font embedded?
 Is the page sequence clear (when pages are delivered individually)?

If we should fi nd any problems or ambiguities, we will contact you to discuss how we ought to proceed.
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MY CHECKLIST
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 А. Is the document laid out in CMYK? With spot colours? 

А. If grey scale has been ordered, is the fi le laid out that way? 

А. Is the fi le laid out in open end format, with the additional 2mm bleed allowance? 

А.  Are the elements that must not be cut off placed far enough away from the edge (3mm)? 

А. Does the page number of the document match the page number given in the order? 
 (Have all superfl uous pages been deleted? Are all the pages clearly marked?) 

А. Correct fi le format? PDF (PDF/X3 or PDF/ X1a with compatability 1.3), JPG, TIFF, EPS, PS 

А. Are the fonts embedded/ converted into strings or curves? 

А. Do the graphics have a high enough resolution (min. 300 dpi, line art 1200 dpi)? 

А. Are all the lines thick enough? Could any thin lines that would become visible through automatic   
 scaling be hiding in the fi le? 

А. Have all guides been erased or shielded? 

А. Is everything written correctly? (Attention: transposed digits) 

А. Is everything legible? (point size, contrast)

Everything checked off?
Should you be at all unsure that everything is in order, just select our professional data check when placing 
your order!

Then you can send your data to us. Have fun with your fi nished, printed product! 

Best regards from your team at ndi3.com 
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CONTACT DATA

Our flyer is finished. 
That was pretty simple!

Now, off to print. 
Our friends will be 
impressed!
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Do you still have questions?

No problem.  Simply contact our colleagues at the ServiceCenter or send us your suggestions for the 
improvement of our printing data guide. 

Email: support@ndi3.com

Enjoy our products!

ndi3




