
Editorial Submission Guidelines



1)	 to update the copyright year  
in the disclaimer.

2)	 to add environmental information  
and logos to the disclaimer. 

3)	 to leave the inside front cover, 
inside back cover and back cover 
pages blank. 

4)	 to check “Use document bleed 
settings” in the pdf options.

5)	 there will be multiple rounds of 
review before final approval.

6)	 after final approval, package 
the InDesign files with all linked 
images and send them to us.

Welcome to another round  
of Visitor Guide design.

These guidelines should help answer most of your questions.  
If you have any additional concerns or need help with anything,  
please contact us.

We make every effort to streamline the process of composing  
the magazine. For that purpose, we provide a Page Map along with 
these specifications and helpful hints. In addition, you may download 
a Visitor Guide InDesign template. This ensures correct document 
dimensions and pagination.  
DOWNLOAD AT  makeitmomentous.com/university-client-resources

Please make sure to follow the most recent Page Map. If you wish to 
move the position of any pages in the map, please contact me with  
a request as soon as possible. Page shifts are not guaranteed due to 
our contractual obligations with advertisers.

Likewise, as information is received from our sales department, we 
may need to add additional pages or change the page layout. Please 
have at least two pages of optional “evergreen” content available in 
case the folio increases. This content can be large campus shots with 
minimal copy, athletics schedules, promotional or historical material,  
a city overview, or even a fun crossword puzzle.

I look forward to working with you!

Sarah Miller
Production Manager

2465 Central Avenue | Suite 203

Boulder, CO | 80301

 (800) 807-1013 | ext. 1004

 sarah@makeitmomentous.com

REMEMBER

http://campuspublishers.com/resources/
mailto:sarah%40campuspublishers.com?subject=
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1. DOCUMENT SET UP
Download the InDesign Visitor Guide Template at: 
     makeitmomentous.com/university-client-resources

Trim Size = 8.375"w x 10.875" h 

Bleed = 0.1875" 

Safe Zones/Guides: Guides are set up in the Master pages of our 
InDesign Visitor Guide Template for the following safe zones. 

»» All non-bleeding content should be kept at a minimum of  
.2" from the trim. 

»» Footers/Headers should also be a minimum of .15” from the 
designated ad space. The inside front cover, inside back cover 
and back cover should be left blank – no header/footer.

»» The two horizontal guides in the middle of the page indicate the 
gutter between half page editorial content and ads. They are set 
5.3215” from the top and bottom trim.

2. DESIGN & LAYOUT
LAYOUT
COVER ESSENTIALS

»» The University name and logo

»» Identification: Visitors / Visitor / Visitor’s / Visitors’ Guide

»» Year and/or Issue number to distinguish from issue to issue.  
The year can be formatted as 2019-20 or 2019.

»» Optional: University web url, social media icons, magazine-style 
cover lines highlighting what’s in the guide.

CONTENT ESSENTIALS: 

»» The Disclaimer: Your file needs to include a disclaimer, which 
is typically found on the Table of Contents or Welcome page.  
Disclaimer samples are provided as a reference on the last page.

»» The disclaimer should include an environmental statement and 
associated logos. The logos are in a pdf that includes notes 
on use.

»» The Visitor Guide includes Editorial pages, Ad pages, and 
Business Index pages. The file you send will need to include 
every page of the magazine, including the ad pages. The ad 
pages should be left blank except for your footer and/or header. 
Please make sure to have page numbers on ad pages as they will 
be referenced in our Business Index. 

»» Check phone numbers and test website urls to make sure no 
broken links end up in the printed magazine.

»» The Business Index will be created by Momentous Campus 
Media based on the advertisement contracts we receive. You 
may provide fonts and/or graphic elements for us to use. We 
keep it simple and try to complement your design and the 
university’s brand.

Document size / Trim Line: 8.375" x 10.875"

Bleed: .1875" 

Margin (defining ad space): .5625" top/bottom and .5" left/right.  
The editorial content can extend beyond the ad space.

Safe Zone guides: .2" from trim and .15" from ad space
Header guides are at Y: .2” and Y: .4125”
Footer guides are at Y: 10.4625” and Y: 10.675”

Half pages - editorial content should not extend beyond 5.3215” 
from top or bottom trim (Y: 5.5625”)

HEADER

FOOTER

mailto:sarah%40campuspublishers.com?subject=
http://campuspublishers.com/resources/
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2. DESIGN & LAYOUT CONT’D

USING THE PAGE MAP
»» The pages in your file should match the layout in the page 

map we provide. You can start working on your design using 
the previous year’s issue anytime, but please be aware of 
the possibility that the page count may change. It is highly 
recommended to have a few optional editorial pages ready in 
the event the page count increases.

»» We will send you a preliminary page map approximately  
6 weeks prior to the editorial due date and the final layout 2 
weeks prior. 

IMAGES
»» The optimum resolution for images is between 250- 300 ppi.  

As you resize images in your layout, please pay attention to the 
change in the “effective resolution,” which can be found in the  
Links > Link Info panel. 

»» To keep the ink density under 300%, it’s best to make all 
adjustments to images in Photoshop in RGB color mode. 

COLOR
4 COLOR PROCESS PRINTING

»» RGB and Spot colors will be converted using the U.S. Web 
Coated (SWOP) v2 color profile before printing. We recommend 
using CMYK colors only, especially the university’s official CMYK 
build for either coated or uncoated paper, depending on your 
paper choice. 

»» Do not use spot colors unless you have tested and approved 
the converted CMYK build. To convert spot colors to CMYK, 
double-click on the color in the Swatches panel. Change the 
Color Mode to CMYK and the Color Type to Process.

BLACK BUILDS

»» Set preferences to display and output blacks accurately. 
“Overprint [Black] swatch at 100%” should be on to aid in 
registration.

»» Text and thin lines should use the basic black build 0-0-0-100. 

»» Background fills and large graphic elements should use a rich 
black build. We suggest 40-30-30-100 or a similar build that 
does not exceed 280% total ink coverage. 

»» Never use Registration black for anything. It has a build of  
100-100-100-100 (400% ink density). 

»» RGB black is 300% ink density with only 90% black. It’s fine for 
images but avoid using it for text.

FOR ILLUSTRATOR FILES, SUCH AS MAPS: 

»» Set preferences to display and output blacks accurately. 

»» Make sure Spot colors are converted to Process CMYK  
using Swatch Options. Change the Color Mode to CMYK  
and the Color Type to Process.

»» To greatly reduce the file size of PDFs, be sure to uncheck 
“Preserve Editing Capabilities” in the PDF options.

SPECIAL CONSIDERATIONS
»» Reversed text and logos: To ensure that light colors over 

dark backgrounds print legibly, avoid small and thin fonts  
and strokes.

»» Sometimes when type is outlined in InDesign or Illustrator,  
it automatically gets set to Overprint. Open the Attributes 
panel (in InDesign, look under Output) and make sure  
Overprint is unchecked. 

»» Overlays , blend modes and shadows can create high 
ink density in CMYK files. Proceed with caution and check 
your ink density: Separation Preview > Ink Limit > 310

3. EXPORT TO PDF
»» File > Export. Export as a Print PDF. 

»» Use the Adobe PDF Preset ‘Press Quality’

»» General: All Pages (not Spreads)

»» Output > Ink Manager - check to see if there are  
any spot colors. If so, check ‘All spots to process’

»» Bleed: Check “Use Document Bleed Settings”

»» Printer marks are not needed, except on individual 
replacement pages (Crop marks only, offset .1875”)

»» Color Conversion: Convert to Destination  
(Preserve Numbers), U.S. Web Coated (SWOP) v2 

»» The final PDF document size should be: 8.75” x 11.25”

4. PACKAGE NATIVE FILES
After approval for print, provide the design files for use in our  
Online/Mobile production and backup. Go to File > Package  
to create a folder with an .idml file and all images. Please make 
sure that there are no missing links and all images used in the 
InDesign layout accompany the file. The inclusion of licensed 
fonts is not mandatory. There are usually several rounds of  
revisions, so these files are not expected until after the hard proof 
is approved for print.

5. DELIVER FILES 
OPTION 1:

Upload the final PDF and Packaged files to Momentous Campus Media’ s 
FTP site. 

url = campuspublishers.com/university-client-file-upload  
password = uploadCP80301

OPTION 2:

You may also use Dropbox, university FTP or another method  
of online transfer convenient for you. Share your link with: 

production@makeitmomentous.com 

Color conversion can be tricky!  
If you have tested the conversion of your official Spot 
colors and approve of the resulting CMYK build, then 
feel free to use the Spot color. For some universities, this 
is a non-issue and for others it’s an ongoing challenge. 
Likewise, RGB to CMYK can result in the wrong color. And 
even though the colors may look similar on screen, they 
may look different once printed. The safest thing to do 
is make sure everyone is using the official process CMYK 
colors, including campus map creators and distributed 
logos used in department ads. Here’s an example: 

Official CMYK build
0-70-92-0

Official Spot color
Pantone Orange 021

(0-83-100-0)

Color of downloadable  
logo on screen 
(0-53-99-0)

Official RGB  
247/142/30

and then color changes  
when saved to pdf!?

REMEMBER
to check “Use document bleed 

settings” in the pdf options

mailto:sarah%40campuspublishers.com?subject=
http://campuspublishers.com/university-client-file-upload
mailto:production@campuspublishers.com
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Rutgers, The State University of New Jersey, does not discriminate on the basis of race, color, national origin, sex, sexual orientation, gender identity or expression, disability, age, or any other category 
covered by law in its programs, activities, or employment matters. The following people have been designated to handle inquiries regarding the nondiscrimination policies: Judy Ryan, Title IX Coordinator 
for Students and ADA/Section 504 Compliance Officer, Office of the Vice President for Student Affairs (848-932-8576, ryan@oldqueens.rutgers.edu); Jayne M. Grandes, Director, Offi ce of Employment Equity, 
University Human Resources (848-932-3980, grandes@rutgers.edu). For further information on the notice of nondiscrimination, visit http://wdcrobcolp01.ed.gov/CFAPPS/OCR/contactus.cfm for the address 
and phone number of the Office for Civil Rights that serves your area, or call 1-800-421-3481.
The Rutgers Visitor Guide is written and designed by Undergraduate Admissions and University Communications and Marketing at Rutgers, The State University of New Jersey, 54 Davidson 
Road, Piscataway, NJ 08854, and published by Momentous Campus Media, 2465 Central Avenue, #203, Boulder, CO 80301. Copyright 2019. All rights reserved. Material contained herein may 
not be reproduced without written consent from Rutgers, The State University of New Jersey, and Momentous Campus Media. Every attempt has been made for accuracy in the resource 
material printed in this magazine. If there is a an error in editorial content, contact University Communications and Marketing, 848-445-1932. For errors or omissions in advertising content, 
contact Momentous Campus Media, 303-544-1198.
This publication was printed with soy ink on 10% recycled paper and was produced by a certified member of the Forest Stewardship Council (FSC) and Sustainable Forestry Initiative (SFI) and 
meets or exceeds all Federal Resource Conservation Recovery Act (RCRA) Standards.
Principal Photography: Nick Romanenko. Additional Photography: John Emerson, Roy Groething, Don Hamerman, George Jones, Doug Plummer, Jody Somers, and courtesy Mason Gross School 
of the Arts, McKay Photography, Rutgers Coastal Ocean Observation Laboratory, Rutgers Facilities and Capital Planning, and Rutgers Intercollegiate Athletics.
Content is current as of July 1, 2019
© Rutgers, The State University of New Jersey, 2015 RU-1213-0121/30M

This publication was printed with soy ink on 10% recycled paper and was 
produced by a certified member of the Forest Stewardship Council (FSC) and 
Sustainable Forestry Initiative (SFI) and meets or exceeds all Federal Resource 
Conservation Recovery Act (RCRA) Standards.

The University of Kansas prohibits discrimination on the basis of race, color, ethnicity, religion, sex, national origin, age, ancestry, disability, status as a veteran, sexual orientation, 
marital status, parental status, gender identity, gender expression, and genetic information in the university’s programs and activities. The following person has been designated 
to handle inquiries regarding the non-discrimination policies: Director of the Office of Institutional Opportunity and Access, ioa@ku.edu, 1246 West Campus Road, Room 153A, 
Lawrence, KS 66045, 785-864-6414, 711 TTY.

The University of Kansas Visitors Guide is written and designed by the Office of Marketing Communications, 1314 Jayhawk Blvd., Lawrence, KS 66045, 785-864-3256, and published 
by Momentous Campus Media, 2465 Central Ave., #203, Boulder, CO 80301, 303-544-1198. © 2019. All rights reserved. Material contained herein may not be reproduced without 
written consent from the University of Kansas and Momentous Campus Media. This publication was printed with soy ink on 10% recycled paper and was produced by a certified 
member of the Forest Stewardship Council (FSC) and Sustainable Forestry Initiative (SFI) and meets or exceeds all Federal Resource Conservation Recovery Act (RCRA) Standards.

The University of Michigan Campus Visitor Guide is written and designed by University Unions, Office of Student Life, 
Pierpont Commons, 2101 Bonisteel Blvd., Ann Arbor, MI, 48109 and published by Momentous Campus Media, 2465 
Central Avenue, #203, Boulder, CO 80301. Copyright 2019. All rights reserved. Material contained herein may not be 
reproduced without written consent from the University of Michigan and Momentous Campus Media. Every attempt has 
been made for accuracy in the resource material printed in this magazine. If there is an error or omission in editorial 
content, contact University Unions Marketing Communications, 734-936-0869. For errors or omissions in advertising 
content, contact Momentous Campus Media, 303-544-1198. © The Regents of the University of Michigan

This publication was printed with soy ink on 10% recycled paper and was 
produced by a certified member of the Forest Stewardship Council (FSC) 
and Sustainable Forestry Initiative (SFI) and meets or exceeds all Federal 
Resource Conservation Recovery Act (RCRA) Standards.

The University of Colorado Boulder Campus Visitor’s Guide is written and 
designed by CU-Boulder University Communications, 3100 Marine Street, 
Boulder, CO 80309- 05 8 4, and published by Momentous Campus Media,  
2465 Central Avenue, #203, Boulder, CO 80301.

Copyright 2019. Al l r ight s re ser ved. Material contained herein may not  
be reproduced without written consent from the University of Colorado Boulder 
and Momentous Campus Media. Every attempt has been made for accuracy  
in the re source mater ia l  p r inte d in th is magazine. I f  there is an error 
or omis sion in e ditor ia l  c onte nt ,  c ont ac t Unive r s it y C om m unic ation s ,  
30 3-7 3 5 -1 17 9. For errors or omis sions in adver t is ing content , cont ac t  
Momentous Campus Media, 303-544-1198.

I n  a c c o r d a n c e  w i t h  C U - B o u l d e r ’ s  l o n g - s t a n d i n g  c o m m i t m e n t  t o 
sustainability, this guide is printed with renewable vegetable-oil-based ink  
on paper containing 10 percent post-consumer, recycled f iber content. 
The paper is made from trees grown in North America and is manufactured  
using an Elemental Chlorine Free process.

If your disclaimer doesn’t include the following environmental  
information, please add it in:

We’ve set up the logos in a pdf that you can either open in Illustrator 
to edit color, or just place one of the pages as is (check Transparent 
Background in place options). Feel free to reduce the opacity of the 
white and black versions.

Here are some samples of disclaimers.  
The language and layouts vary but the publisher information should always be:

»» ... published by Momentous Campus Media, 2465 Central Avenue, #203, Boulder, CO 80301. Copyright 2019. All rights reserved.
»» For errors or omissions in advertising content, contact Momentous Campus Media, 303-544-1198.

REMEMBER
to update the 

copyright year

The University of Nevada, Reno Visitor’s Guide is written 
and designed by the Office of Marketing & Communications, 
1664 N. Virginia, Reno, NV 89557, and published by 
Momentous Campus Media, 2465 Central Avenue, #203, 
Boulder, CO 80301. 

Copyright 2019. All rights reserved. Material contained 
herein may not be reproduced without written consent from 
the University of Nevada, Reno and Momentous Campus 
Media. Every attempt has been made for accuracy in the 
resource material printed in this magazine. If there is an 
error or omission in editorial content, contact Integrated 
Marketing. For errors or omissions in advertising content, 
contact Momentous Campus Media, (303) 544-1198.

This publication was printed with soy ink on 10% recycled 
paper and was produced by a certified member of the 
Forest Stewardship Council (FSC) and Sustainable Forestry 
Initiative (SFI) and meets or exceeds all Federal Resource 
Conservation Recovery Act (RCRA) Standards.

mailto:sarah%40campuspublishers.com?subject=

