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INSERT STANDARDS
INSERT STANDARDS 
OBJECTIVE

This standards booklet will explain the differences in the types of inserts, the specifications for the different types of inserts, the notification the plants will require to place an insert into a product and finally how the inserts must be received into an InterCo Print plant.

DEFINITIONS

InterCo Print uses three definitions for printed pieces being placed into any of our products: 
· Bind-In Cards: These pieces are actually bound into the publication via stitch and trim or perfect binding machines with staples or glue.  They include covers, slick inserts and cards.
· Inserts: These pieces are placed into a publication without being attached to the final product.  This is called tabloid collating.  Inserting the pieces can be done with either an inserter or stitch and trim machine (without stitching).  Inserts can be single cards or an entire magazine section.
· High Folio: If you were to take a piece of paper and fold it so the back half stuck out from the front by 3/8”, that is what is meant when saying “lap on the high folio side.”
TYPES OF INSERTS
There are three basic types of inserts that the plants process:
1. Tabloid Collating

Tabloid collating is where an insert is placed into a tabloid style product.  This would include Employment Guides, Free Publication Tabloids and Paid Classified Tabloids.  Specifications for inserts into these products will vary slightly because of the different capabilities at each plant.
2. Covers or Slick Inserts Printed by InterCo Print
Covers and slick inserts can go into a stitch and trim or a perfect bound product.  If an InterCo Print plant produces the cover or the insert, then the cost for inserting is included in the print charge, which includes a bindery cost.
3. Covers, Slick Inserts or Cards Provided by an Outside Supplier
Covers, slick inserts and cards can go into a stitch and trim or a perfect bound product.  If a cover or insert is supplied from an outside source, there is an additional charge for inserting and a special process for notification and shipment that must be followed.
Cards for stitched or perfect bound products typically come from an outside supplier.  They must meet specifications and there is a charge for placing this type of insert into a publication.

TABLOID COLLATING
TABLOID INSERTS SPECIFICATIONS 

FOR
INSERTING MACHINES ONLY
MINIMUM SIZE:


5.5” x 7.5”
MAXIMUM SIZE:


7.5” x 11” *
PAPER STOCK 

MINIMUM BASIS WEIGHT:
67# Velum Bristol or 7 Point Reply Stock **
* The maximum size can be larger (example 8.5” x 11”); however, it must be folded to insert into the product.  The plants will not accept inserts that hang out of our products.    
** The 7 Point Reply Stock is required by the post office for anything that has a mail response card associated with it.
THE FOLLOWING PLANTS HAVE AN INSERTING MACHINE:
Central Florida (Clearwater)
Central Tennessee (Columbia)

Dallas, TX

Phoenix, AZ

Portland, OR
York, PA
Winston-Salem, NC

TABLOID INSERT SPECIFICATIONS
FOR

STITCHING MACHINES ONLY

MINIMUM SIZE:
8.5” x 11” folded to 5.75” x 8.5” 
with a 3/8” lap on the high folio side

MAXIMUM SIZE:
7.5” x 11” *
with a 3/8” lap on the high folio side

Any insert that will be put into a publication using a stitch and trim machine must have a lap on the high folio side.

MINIMUM PAPER STOCK:
 67# Velum Bristol or 7 Point Reply Stock **
* The Portland Plant has a slightly different maximum size of 7.5” by 10.25”.

** The 7 Point Reply Stock is required by the post office for anything that will be mailed.

ALL PLANTS HAVE STITCH AND TRIM MACHINES AND CAPABILITIES ARE THE SAME FOR EACH PLANT.

STITCH AND TRIM INSERTING
This process includes covers, slick inserts and card inserts that are stitched/stapled into a finished product.  
SPECIFICATIONS FOR COVERS AND SLICK INSERTS
MINIMUM BASIS WEIGHT OF PAPER:
70# Paper for a 4-page cover or insert






50# Paper for 8-page cover or insert






No minimum paper stock for more 







than 8 pages.

*MAXIMUM SIZE:

15.75” x 11.5” folded to 8.5” x 11.5” with 3/8” lap on the 




high folio side.  Finished size will be 7.5” x 10.5.”  Must 




allow 3/8” head trim.
*Finish trim size for Portland is 7.5” x 10.25”

SPECIFICATIONS FOR GATE FOLD COVERS
This is referring to a cover with an additional page that folds into the book on the front page.  The plants can only bind-in the gate-fold on the front page; therefore, InterCo Print cannot manufacture a finished product with a gate-fold on the back. 
SPECIFACTION FOR GATE FOLDS:
Must be folded with a 3/8” lap on the high 






folio side.







The front cover must be 1/8” less than the 






7.5” finish trim size.

POSITION REQUESTS:
Covers will wrap a product and can be 4 pages or more.





Inserts must fall between sections.
SPECIFICATIONS FOR CARD INSERTS
MINIMUM SIZE:


7.5” x 11” folded to 5.75” x 11.5” with a 3/8” lap 





on the high folio side.

MAXIMUM SIZE:


15.75” x 11” folded to 8.5” x 11.5” with a 3/8” lap 





on the high folio side.






Must allow for a 3/8” head trim.






*Finish size to be 7.5” x  10.5”

*Portland finish size is 7.5” x 10.25”

MINIMUM PAPER STOCK:

67# velum Bristol or *7 point reply stock
*7 Point Reply Stock required if mailing reply cards is an option.
PERFECT BINDING INSERTING
This process includes covers, inserts and card inserts that are glued into a perfect bound finished product.

SPECIFICATIONS FOR COVERS
SIZE:

16” x 11.5” Flat.  Covers for the perfect binding process must arrive at the 


plant flat, not folded.



Finished book size is 7 1/2” x *10 3/4”

MINIMUM PAPER STOCK:

#70 Coated Stock

SPECIFICATIONS FOR INSERT CARDS
MINIMUM SIZE:

5” x 6”

MAXIMUM SIZE:

8” x 11”





Will be trimmed down to 7 1/2” x *10 3/4”

MINIMUM PAPER STOCK FOR A SINGLE CARD:





67# Velum or*7 point reply stock

*7 point reply stock required by post office if piece is to be 
mailed.

*NOTE:  For Rent products produced in the Portland and Central Tennessee plant will be finished at 7 1/2” x 10 1/4”.
OVER RUN REQUIREMENTS FOR ALL TYPES OF COVERS AND INSERTS

These requirements refer to inserts or covers received from outside printers only.  Product printed by an InterCo Print plant already has extras built into the pricing.

There is always some loss of product when setting up any type of machine used with inserts or covers.  Therefore, extra copies are needed to complete the final press order.  Without ordering more than the final press order, there is a risk of shortage of product.  
Use the following guidelines when ordering inserts for your publication:
Add an extra 300 copies or 2% of the press order which ever is greater.  The plants are not responsible for paying for the extra copies needed and cannot guarantee a complete shipment without the extra copies.
EXAMPLE 1
If the press order is 5,000 copies, add 300 for the spoils, making the total amount of inserts or covers to order for the plant will be 5,300 copies.
EXAMPLE 2
If the final press order is 20,000 copies, order 2% more than the 20,000 for a total order of 20,400 copies.
EXAMPLE 3

If there are multiple weeks that a card will be inserted, enough extras must be ordered for each week.  If the press run is 5,000 copies and the insert is to be used for 4 weeks, the total would be 20,000 inserts plus 1,200 extras or 300 extras for each week of insertion.

NOTIFICATION TO PLANTS OF COVERS OR INSERTS
One week written notification is required by the InterCo Print plants in order to make certain the request for an insert is accomplished.  A form at the end of this booklet will need to be used and sent to the plant.  If you prefer an electronic copy, the plant will be able to obtain that for you.

This information will be required to be on the Print Profile Sheet that the plants receive from production. 

Standards for Shipping Covers or Insert Cards 

from an Outside Printer 

into an InterCo Print Plant

Covers or inserts from an outside printer must arrive at the plant at least 48 hours in advance of the print date.  This will allow the plant to inventory the items and to verify count.  If there are shortages, the customer will be notified immediately.
SKID TAGS

Each skid of inserts must have a SKID TAG on it.  This SKID TAG can be found in this booklet and has all the information required by the plants.  It must be filled out completely.

CARTON LABELS

If the covers or inserts are boxed, then each box must also have a CARTON LABEL on it, as well as a copy of the insert taped to the outside of each box.  An example of the CARTON LABEL can be found in this booklet.

INSERT NOTIFICATION FORM
Today’s date: _________
Issue # ___________
Insert Date’s:______________

City Name: ______________________

City Number: _______

Book Title: ________________________________

Book Code: _________

Number of inserts being sent: ________________ 

(check one) Insert full run: _____  Insert Partial run _____      

Insert Multiple weeks:_______   Week Numbers:___________
Special Instructions:_________________________________________

Insert Description: __________________________________________
Delivered to printer Date:_________

(Insert must be delivered to plant 48 hours prior to print deadline)

PLEASE COMPLETE THIS FORM AND FAX/EMAIL TO PLANT NO LESS THAN (5) WORKING DAYS PRIOR TO DATE OF PRINT.

Fax: ____________        EMAIL: 
SKID TAG FORM
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CARTON LABEL FORM
[image: image3.wmf]CARTON LABEL

FROM:

PHONE #

TO:

CONTACT NAME

PHONE #

CONTENTS:

JOB # : 

JOB NAME:

Copies per Carton:

Total Cartons:

Total Copies:

CARTON _________ OF ___________


SKID TAG





FROM:





PHONE #





TO:





InterCo Print





CONTACT NAME





PHONE #





SHIP DATE:





DELIVER DATE: 





CONTENTS:





JOB # : 





JOB NAME:





Copies per Carton:





Total Cartons:





Total Copies:
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