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‘Typesetting’ or ‘Word to PDF’

If you have a document that you need to produce, use this guide to help you 
decide whether it’s to be ‘typeset’ or ‘Word to PDF’.

‘Typesetting’ and ‘Word to PDF’ are terms that describe different work processes to produce your 
document. They have different time-scales, and different costs. Whichever route you choose, all final 
outputs are still available.

In this guide we explain the different processes, and some other things to think about when you are 
deciding which process is best for your document.

You can read through this guide or click on the contents list below to go straight to the section you are 
interested in.
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Performance

UKGI assesses its performance through a process of feedback from key stakeholders, 

including departmental Permanent Secretaries and Chairs of portfolio entities; through 

measurement against performance metrics; and through a review of achievements against 

its objectives, which is subject to challenge and endorsement by its Board. Against all these 

measures, UKGI’s performance in 2022-23 has been strong. 

Chart showing FTE time split across UKGI objectives, 3‑year comparison
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Chart showing overall rating received for UKGI’s performance in the 

2022‑23 year*
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available data from feedback received.
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In addition to these core activities, our 
Special Situations Team continued 
to support government departments 
as they responded to external factors 
and crises, often national concerns. 
Our unique combination of skills was 
once again brought to bear on some 
of government’s most pressing issues in the last year, such as energy 

supply. We provided support to the Energy Supply Taskforce, working 

on the wholesale and domestic supply sides respectively. The Special 

Situations team considered the operational possibilities of the Energy 

Markets Financing Scheme set up by HM Treasury and the Bank 

of England with support from Contingent Liability Central Capability 

(CLCC) within UKGI to better understand potential contingent liabilities. 

The government’s desire to maintain energy security in the UK through 

new nuclear facilities has resulted in our being brought in to support 

the Department for Energy Security and Net Zero in relation to Sizewell 

C, the future 3.2 GW nuclear power plant. This is a core part of the 

government energy strategy and essential for Net Zero 2050. As ever, 

our ability to offer independent objective expert advice and support to 

departments is particularly valued, and is one of the reasons we are 

commissioned to work on projects of real significance. 

The experience of the government departments working together with 

UKGI to deliver in the national interest is carried by our alumni as they 

move beyond UKGI into incredibly diverse and impressive careers in 

the public and private sectors. We are very proud of the continuing 

engagement and support of our Alumni Network towards UKGI.

Members of our board have also recently joined this consortium of 

alumni and I offer my heartfelt thanks to Sir James Leigh Pemberton, 

Robin Lawther, Caroline Thompson and Sir Charles Roxburgh for 

their invaluable support, advice and commitment to UKGI over the 

last number of years.

I am pleased that our new non-executive directors from last year bring 

varied backgrounds and experience and are already highly engaged 

with our activities, bringing both support and welcome challenge. 

Our Board consisting of several Independent Directors as well as 

two Permanent Secretaries, continues to play an important role in 

governing and supporting UKGI as it delivers against its strategy 

and objectives for the years to come.

Vindi Banga 
Chairman 
14 July 2023

“Our unique combination 
of skills was once again 
brought to bear on 
some of government’s 
most pressing issues in 
the last year.”
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Overview
Our purpose
UK Government Investments creates value for society from government’s most 

complex commercial interests
UK Government Investments Limited (UKGI) is the government’s centre of excellence 

in corporate governance and corporate finance. We provide expert advice and leading 

solutions that inform and translate government’s decisions into effective outcomes in the 

national interest. 

UKGI is tasked with promoting good governance of publicly owned businesses, supporting 

government’s private sector interventions, providing a central capability for contingent 

liabilities and delivering orderly transactions that generate value for money. 
Objectives
UKGI is entrusted by HM Treasury to undertake the following objectives:

Corporate Governance Corporate 
FinanceAct as shareholder for, and lead establishment of, UK government arm’s length bodies 

Advise on all major UK government corporate finance matters, 
including financial interventions into corporate structures and corporate finance 
negotiations

Contingent 
Liabilities Asset  

RealisationAnalyse and advise on the UK government’s contingent liabilities

Acquire, manage and execute the sale of all significant UK government corporate 
assets

Company highlights
Overall breakdown of UKGI objective by FTE
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1. ‘Typesetting’
This process is where you send us a Word document, but you want the final printed document 
to have a different appearance to the Word file. For example, to follow your brand guidelines and 
layouts and to use colours and visuals.

We will import your Word file into professional page layout software called InDesign, and ‘typeset’, 
or ‘style’ it to match a department’s brand or a previous styled document.

Because this process is more time consuming and involves multiple proof stages, it will cost more 
than simply converting a Word document to a PDF. However, the final document will look more 
polished and professional.

UK GOVERNMENT 

INVESTMENTS LIMITED

Annual Report and Accounts 
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Case study: Managing risk – Portfolio stress testing

We conducted Portfolio stress testing across the following five areas to assess 
preparations for macroeconomic and geopolitical risks, including from the ongoing 
war in Ukraine. This showed areas of good practice and some opportunities for 
improvement, which was expected due to the diversity of Assets within our Portfolio. 
Teams have been using the information to enable improvements through sharing best 
practice and engaging with their Assets on the areas identified.

Contingent Liabilities Corporate FinanceCorporate Governance

1. Supply chain 
disruption

2. Inflation 3. GDP Growth 4. Interest rates 5. Pay Growth

Promoting effective stewardship 

Promoting our model

We have continued to strengthen UKGI as a centre of excellence for corporate governance 
across government. For a second consecutive year, we successfully became signatories 
to the Financial Reporting Council’s Stewardship Code which continues to evidence our 
effective stewardship practices. To strengthen our Shareholder Model, we engaged with 
private sector asset managers to understand best practice and are building in reflections 
from lessons learned across our shareholder roles. We engage across Whitehall to promote 
effective governance. 

Maintaining and sharing our knowledge and expertise

Continual improvement is core to UKGI. This year we launched the Corporate Governance 
Development Framework to continue to strengthen our workforce at all stages of their 
careers and to provide our Portfolio with experts. 

Learning and development delivered in 2022-23

2,100
Continuous 
professional 
development

hours

27.5
Hours per

person
completed

80
Courses

and
seminars

270
Training hours
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Supplying files for typesetting
How your document will look

Please send us a “clean” Word file of your document. This means it doesn’t have any tracked 
changes or comments in it. We also need to know what you want it to look like, so let us have a 
previous document to use as a guide, or your brand guidelines or style sheets. 

If your document is for the UK government and you don’t know what branding it should have, 
please ask your department’s marketing or communication team, or you can find HM Government 
branding guidelines at 
https://gcs.civilservice.gov.uk/wp-content/uploads/2022/03/HMG_Identity-
Guidelines_2022.pdf

Imagery and Icons

Any images you want to include need to be supplied as high resolution files, as although it’s 
possible to extract images from a Word file, they’re usually too low quality for professional printing 
so they look fuzzy. 

• Pixel-based imagery such as photos like the one in Figure 1, should be supplied in .JPG or .TIF 
format at 300 dpi. 

• Line-based imagery such as logos, graphs, infographics, or icons like those in Figure 2, should 
be supplied as ‘vector-based’ files – .EPS, .AI, .SVG. Some departments have ‘stock libraries’ for 
icons, so contact your communications team and ask them to send us the original files. 

If you can’t supply high resolution imagery, we can source or create it for you.

Photos 
We can also source images from the Adobe stock library – ask your account manager for usage 
costs. We’ll need a brief on the sort of images you’d like.

Figure 1: Pixel-based image

As these images are created 
with pixels, the more they are 
enlarged, the more the 
pixels are visible

Figure 2: Line-based image

As these images are drawn with 
lines (or ‘vectors’), they are 
infinitely scalable.

https://gcs.civilservice.gov.uk/wp-content/uploads/2022/03/HMG_Identity-Guidelines_2022.pdf
https://gcs.civilservice.gov.uk/wp-content/uploads/2022/03/HMG_Identity-Guidelines_2022.pdf
https://www.gogoprint.sg/blog/image-resolution-what-does-300-dpi-really-mean-and-why-does-it-matter-sg/
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Charts/graphs 
If there are charts/figures in your document that you can’t supply as a high resolution file, we will be 
happy to create them for you.

We would require the raw data supplied as an Excel file, and any updated data would need to be 
supplied in the same manner.

The excel file should feature each chart and it’s corresponding data on the same worksheet, with 
each worksheet named to correspond with the figure/chart number within the Word document 
(as in the example below). It will also avoid delays if the charts are coloured in the same way you 
want them to appear in the printed document.
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2. ‘Word to PDF’
This process takes a supplied Word file and converts it to a PDF that can be used for commercial 
printing. This is a quicker process as there is less studio work involved.

If you chose to supply a Word file, you are responsible for the look and feel, as well as the accuracy, 
of your document.

If there are changes to the content, we’ll need a new clean Word file, so give your Word file a 
thorough check over and send us your final approved version and not a draft.
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3. Matters to consider
Timelines for production
Typesetting is more involved than converting a Word file to a PDF, so please liaise with your 
HH Global Account Manager to confirm schedules. If your document needs to be produced, 
laid and printed at very short notice you may have no other option than to convert your Word file 
to PDF.

Accessibility
‘Accessible PDF’ is a term that you will hear during the process of planning your document with 
your account manager. We will create an accessible PDF to the approved standard required for 
governmental websites. 

The criteria that ensure that a PDF is accessible are best applied by the ‘authoring’ program – i.e. 
the software used to create the PDF.

The accessible PDF can only be created once the standard version has been approved. 
Depending on the size of your document, this could take 2-3 days.

If we are typesetting your document for you, we’ll also create the accessible formats for you. 

If another studio is artworking your document, ideally, they would also create the accessible PDF, 
but in any case, please ensure you pass the below links to them for guidance:  
https://helpx.adobe.com/uk/indesign/using/creating-accessible-pdfs.html 
https://www.w3.org/TR/WCAG21/

https://helpx.adobe.com/uk/indesign/using/creating-accessible-pdfs.html
https://www.w3.org/TR/WCAG21/
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Blank pages
Each sheet of paper has two sides, and each side constitutes a page that needs to be present in 
PDF, even if it is blank, because this affects whether a page appears as a left- or right-hand page 
of the finished printed document

If a document is being typeset, we will add pages as required as standard procedure. 

If you’re supplying a Word file for us to convert to PDF, in order to avoid potential production delays 
or additional costs, it is good to be aware of how pages will work when printed. Please take a look 
at the example on the right.

• The cover is the first page, the blank page that follows makes the inside front cover, which is on 
the left of the printed document.

• The next page is the title page – a right hand page. The copyright information, or page furniture, 
is on the back of it – a left hand page.

• Then comes the contents – another right hand page.

So if you want the first page of text after the contents to appear on as a right hand page, and the 
contents is only one page long, you need to include a blank page after the contents.

Placement of page numbers
If the page numbers are at the bottom right of each page and you’re sending a Word file for 
conversion to PDF, then on the left hand pages of your printed document, they will appear on 
the ‘inside’ of the page, closest to the spine, and on the right hand pages, they will appear on the 
‘outside’ of the page – away from the spine.

While it is possible to set up a Word file to print the page numbers with ‘different odd and even 
pages’, if you’re not sure how to do this it’s best to avoid the issue entirely by having your page 
numbers centred at the bottom of each page.
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