
PROCEDURES FOR PROJECTS DESIGNED BY THE PUBLICATIONS OFFICE 
The Publications Office serves some 160 departments and offices, which annually generates over 1,500 work 
requests.  To meet such production requests on deadline, planning and scheduling are critical.  In the event 
job requests exceed Publications’ ability to complete requests in a timely and creative manner, it may be 
necessary to contract design services off campus.  Priority is given to Executive Staff, University Advancement 
and Academic/Athletic/Administrative job first.   
 
PLANNING 
As soon as your RSO determines it requires a publication (even if dates, content, budget, etc. are incomplete), 
call or send a work order to the Publications Office indicating when copy and art/photos will be available.  Also 
specify deadline for delivery of your job. 
 
EDITING, COPY PREPARATION AND WRITING 
Editing can involve simply a spelling correction or be as complex as a total rewrite.  If editorial questions arise 
or if there is a need for more than minimal copy revision, the editor will consult with the client.  Editorial 
assistance is available at no charge.  To make the editing job as efficient as possible, please submit all copies 
by e-mail with hard copy no matter what method you choose.  DO NOT submit a copy laid out in the design 
you want the publication to reflect.  You can create a mock-up or dummy reflecting your 
organization/placement ideas (i.e., Copy A here, Copy B here, etc.).  Make sure you have secured permission 
for copyrighted material (text and photos).  The Public Relations and Publications offices use the Associated 
Press Stylebook with a few modifications for all publications to maintain consistency and quality in University 
presentations.  See www.salisbury.edu/newsevents/pr_pub_guidelines.html for more information about 
language use. 
 
PHOTOGRAPHY 
The Publications Office provides limited photography services during the normal workday, 8 a.m. - 5 p.m.  The 
visual coordinator, if work schedule permits, will take photographs of individuals or groups to accompany a 
publication, a news release or to publicize a campus event, accomplishment, announcement, etc., in the 
University newsletter, the SU News.  Photography services, which are necessary for a University publication, 
may be contracted out to a professional photographer.  The subsequent cost of those photographic services 
will be charged to the department or office requesting the publication.  If a professional photographer is 
required to publicize a University news event, the Public Relations Office will bear the cost.  If an office or 
department needs photographic services for an event that will not be publicized on or off campus or occurs 
after 5 p.m. or on a weekend, the Publications Office may arrange for a professional photographer to meet 
those photography needs.  The requesting departments or office will be billed for the subsequent 
photography charges.  Professional photographers generally charge between $65 and $100 per hour.      
 
 
 
SUBMITTING ELECTRONIC COPY 
Keying your copy on a computer ensures accuracy and saves time and money.  Our editor accepts files created 
in Microsoft Word.  The following steps will streamline the process: 

1. Use your spell check feature and carefully proofread your document before submitting it on disk or via 
e-mail. 

2. Hard copy (print out) should accompany your e-mail. 
3. Simplicity is the key for electronic transmission.  The designer will format your document.  Any 

attempt to preformat your copy using multiple spaces or tabs, indents, columns, justification or other 
complex functions will add instead of save design time.    

4. Make a backup copy for your files. 

http://www.salisbury.edu/newsevents/pr_pub_guidelines.html


 
DESIGN 
Design is the plan behind the final product.  It is the creation of order and beauty out of a chaos of pictures, 
copy, headlines and white spaces.  In this process, the designers make a series of decisions as to size, medium, 
typography and art based on the information provided.  This is why it is critical to the design that all the 
elements be provided when the job is submitted.  Art or photography used in the design can be done by 
Publications or provided by the client.  Expenses for photography and custom art are additional in the total 
cost of producing the job.   
 
PUBLISHING 
Publishing is done on Apple platform using a variety of software such as QuarkXPress, Photoshop and 
Illustrator.  Any preferences should be discussed during the design stage to save time and money.  After the 
design is complete, the requesting department will be contacted to proof the job and sign a “Here is Your 
Proof” form.  This form approves the job for printing.   
 
PRINTING 
Printing is done internally in the Copy Center or off campus at independent print shops.  Time, design factors 
and budget determine whether a job is copied internally or offset at the printers.  Time factors vary according 
to print location.  Copy Center usually takes three (3) - five (5) working days for completion.  Print shops 
request at least ten (10) business days.   
 
BIDING PROCESS 
All external jobs must go through the bid process, which can take anywhere from two (2) to three (3) weeks 
depending on the cost of the job.  Bids are sent to at least three (3) vendors to achieve the best price.  This 
time is in addition to printing time.  Planning and designing represent additional time.   
 
PROJECTS CREATED BY OTHER DEPARTMENTS AND OFFICES 
The Publications Office will produce jobs that have been written and composed by other campus departments 
and offices.  Jobs directed to internal campus audiences will be proofread at no charge and produced per the 
originating department/office’s instructions.  All jobs directed to external publics must be reviewed by 
Publications; depending upon whether such jobs meet University standards, they may be produced as-is or 
may be re-created at the originating department/office’s expense.  If you are creating the job electronically, 
check with the Publications Office for software compatibility.   
 
COLOR COPIER PROCEDURES 
The Publications Office and the Copy Center provide color-copying services to all faculty, staff and student 
organizations on campus.  Copying may require the Federal Copyright Act Form (i.e. books, magazines).  If the 
job is produced from hard copy, the job can go directly to the Copy Center.  If on disk, the job should be 
directed to the Publications Office.  To print from disk, the format must be in one of the following programs: 
Illustrator, Photoshop, QuarkXPress, PowerPoint, Excel, Word or PDF and must include fonts (screen fonts and 
printer fonts), original files and EPS or TIF files, etc.  The service is on first-come, first-serve basis.  For pricing 
structure, see the “Services & Fees” section of the Publications webpage.   
 
CREATING T-SHIRTS 
All T-Shirts must go through Publications.  Please get the T-shirt/Apparel Order Form from the Office of 
Student Activities to help plan and order t-shirts and wearables.  When utilizing the brand identity for 
Salisbury University, there comes the responsibility of promoting Salisbury University in a manner that is both 
consistent and coordinated.  It is imperative that the graphic standards set forth by the university are followed 
precisely and correctly in every application.     
 


