THINGS TO REMEMBER CHECKLIST (to be consistent)…..
· 1 pica spacing between ALL elements (copy, captions, photos, headline, etc.)
· 1 space only after a period (sentence)

· Body copy in PAST tense and in two or three columns
· Captions (first sentence in present tense, second and all remaining sentences in past)
· Check, double check and triple check spelling of names and other spelling and grammar!!!!

· Watch for and edit/change repeated phrases or words
· Photo credit order (should be clockwise spiral starting with photo in top let-hand side of left page).  Photo credit textbox should be 1 pica space up and in.  Font should be in white and if up against a white photo, a drop shadow should be added.
· Magnify your page to 800% and make sure your photos touch the purple external margin line exactly and that you are 1 pica space apart exactly.
· No faces/anything important in the gutter

· Ensure you have an eyeline and a dominant photo that is 2-3 times larger than any other photo.  Only one photo crosses the eyeline by at least 8-10 picas.
· Make sure your photos are “flipped” so that faces are turned in, not out.
· Watch for “loner words” in the copy and caption and “loner numbers” in the caption.  ‘Loner’ means all by themselves on a line – rearrange so that is not happening.
· Do not say “Ajax High” say “us” or “our”.  It is our yearbook - no need to mention our name.
· Captions – every photo has a caption, placed next to, above, or below photo it describes, no more than two captions stacked on top of one another, placed to the outside of the spread.

· One bleed photo per page

· At least one photo contrasts with the shape of the dominant photo 

· 1 line between copy and author’s name (in the copy – plz. see last year’s yearbook)
· Body copy author should read e.g. “By: Haylea Babcock”

· Teacher’s Name should read “H. Stepanek”

· Student name should be students’ full name e.g. “Haylea Babcock”

· Please ensure you have the correct border template on your page (see Gillian)

· Be sure to adhere to the Style Sheet (pg. 102) of the Style Booklet for information on punctuation, capitalization, names and titles, abbreviations, dates and times and numbers.
· When you are finished a page, please make sure to get two people to edit it.  Then ask your Section Editor to edit it.  When it has been edited and you have gone through the checklist, please put the page on “proof” status.

