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DESIGN AND PRINTING 

– producing discussion, proposal and application documents
For organisations that produce public documents all the time, this is not a difficult part of the process. If you have no experience at this, however, it can be a daunting task. 
Here is our set of ‘how-to’ tips:
1. Familiarize yourself with previous marine reserve documents

2. Enlist a supporter or partner who has some experience at doing this kind of thing if you can. You may have a team of people: a writer, an editor, a photographer, a layout person, a project manager perhaps, a layout person, a printing company. The last two roles are usually done by one person or most likely the same company who does the job for a fee.

3. Ask both DoC and NGO partners for assistance for all stages of the document production

4. Start with a rough written outline as soon as possible, based on examples in this Kit. This will help you identify the information you still need.

5. Be very clear in the key messages you want to get across.

6. Aim for a 16-20 page document for proposals and try to keep applications to 40-50 pages.
7. Get all the text written first.
8. Plan the photos or graphics and prepare them separately for inclusion into the text.

9. Get quotes from several printers for printing styles, numbers and layout costs.

10. Usually it is best to strike a balance between an expensive production and a very cheap B&W production, your local situation and budget will dictate on this.

11. Deliver the completely finished text and separately prepared graphics to your layout person and, finally, printer. Best to avoid doing text graphics layout in Word unless it’s a very simple layout and best to give this job to a professional if you can.
12. Watch your timelines very carefully so that all parts of the job come together with other aspects of the campaign. Allow some time leeway for mistakes and disasters…
Go For It……………………….

See this sample quote for a printing of a proposal document.
