
Effective employee communication
is a must in today’s hectic business
climate. 

Whether you’re a sole proprietor or
a Fortune 500 firm, your employees
need to understand their benefits and
your personnel policies.

Books and Manuals
Employee handbooks and policy

manuals are important tools to help you
accomplish these goals. 

Copresco’s digital on-demand
printing offers you the capability to
disseminate information fast and make
necessary changes quickly and eco-
nomically.

Saddle Stitched Booklets
Saddle stitched booklets are a

popular method of communicating
employee benefit plan information and
company policies and procedures.

Standard sizes are 51/2” x 81/2” or
81/2” x ll”. Copresco also offers a wide
range of paper stocks and colors to
highlight individual sections.

Although Copresco’s short-run digital
capabilities make reprinting easy, saddle
stitching is best suited for documents
that do not require frequent updating
or revisions.

Looseleaf Bound Books
The looseleaf ring binder format

provides maximum flexibility for hand-
books and manuals.

Typical employee handbooks contain
individual sections that describe the
company’s health care, life insurance,
disability insurance and retirement
plans.

A general facts section is often
included to explain how the benefit
plans work and how employees can
apply for their benefits. 

To make the communications pack-
age complete, an employee policy man-
ual section may be incorporated.

Looseleaf Benefits
Individual pages—rather than com-

plete sections—can be added, deleted
or reprinted and distributed whenever
the need arises. 

Ring binders protect the contents
better than any other binding method.

Don’t Forget the Tabs
Index tab dividers organize the

handbook and provide a professional
touch. Mylar binding of the edges and
the index tab adds strength. 

Color coding the tabs makes it
easier to find specific sections.

Copresco offers complete services
for the production of ring bound books
including imprinting and inserting tabs
inline as the document is reproduced. 

A variety of paper stocks, weights
and colors is available to enhance the
complete presentation.

Finishing Up
Finished sets can then be drilled,

inserted into the binders and shrink-
wrapped for easy handling and shipping.

Black & white may be the general
rule for saddle stitched and looseleaf
ring bound employee handbooks and
manuals, but Copresco can also print
digital color documents to increase
your overall visual impact.

Helpful Hints
For a quick lesson on the many

benefits of looseleaf ring binding, take
a look at the October 2005 issue of
Overnight Lite. 

For a technical treatise on index tab
dividers, refer to TechTopics No. 5.
Both issues of the publications are
available on the Copresco website.

Then, when you need employee hand-
books, policy manuals or other impor-
tant documents, call the company that
has all the technical digital tools and
skills to meet your special needs.

Call Copresco.

Una Buena Solución
The Human Resources Department

of a St. Louis concrete construction
company calls its ad agency at 9 a.m.
with a major question. 

“How can we get 150 copies of our
employee policy manual printed in
Spanish in six days? 

“We have a translated copy but are
worried about any changes that may
occur when the text is transported into
a layout program to make the booklets.”

A Fast Solution
A call to Copresco quickly solves

the problem. We ask the agency to
create a print quality PDF from the
Word file and design a separate cover. 

A production proof of the 28-page
saddle stitched booklet is then pre-
pared. And, Presto. You have the Manual
Del Empleado De Campo. 

Time and Money Savings
The client approves the job after

comparing our production proof with
the original text document. 

Copies of the 81/2” x ll” piece are
digitally printed and delivered on time —
and at a significant savings in time and
money.

Copresco doesn’t usually promote
Microsoft Word as a page layout
program. QuarkXPress, InDesign and
FrameMaker are much better choices
for the design of books and manuals.

The Spanish policy manual, however,
is an example of a creative solution to
a tricky problem.

For details on the preparation of
PDF files for print, check out the
August and September 2004 and
January and March 2005 issues of
Overnight Lite.
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Hope for the best, Expect the worst.
Life is play, and we’re unrehearsed.–
Mel Brooks

On the way to a movie location, a
studio bus carrying twenty stuntmen
crashed through a barrier, rolled down
an embankment, and burst into flames
on the rocks below. No one was injured.

The Traveling Businessperson’s Law:
nothing vouchered, nothing gained.

A caterer was preparing a meal for a
local politician’s fund-raising dinner.
Waiting in the doorway, he asked one 
of the supporters, “Do you think he’s

about finished?” Oh, he finished about
half an hour ago,” she replied. “He just
hasn’t stopped yet.”

Before starting my physical the doctor
asked my age. I said, “Now, or when I
first entered the waiting room?”

People who keep saying “nothing is
impossible” don’t have teenager.

He wants to become a Census taker.
He’s attracted to the idea of working
three months every ten years.

I must have an immense quantity of
mind. It takes so long to make it up.
–Mark Twain

A seasoned executive had a long meeting
with a young salesman. Afterwards, the
company president asked if the meeting
was productive. “Oh, yes, we had an
exchange of views,” replied the manager.
“He came in with his views and left
with mine.”

My doctor takes no chances. Before
operating on me, he gave me a pre-
surgery credit-scan.

When ideas fail, words come in very
handy.–Goethe

This weekend the Road Runner Club
is sponsoring a marathon just for
lawyers. The pace car is an ambulance. 

Experience is what enables you to recog-
nize a mistake when you make it again.

Old realtors never die; they just get
listless.

A man was hit by a car, and as he lay
in the street waiting for an ambulance,
an onlooker covered him with a jacket
and propped his head on a pillow. “Are

you comfortable?” the helper asked. The
injured man replied, “I make a living.”

Attorney: someone who writes a 40-
page document and calls it a brief.
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