ICRAS 4 - Helpful Hints for Reducing Attachment Size


Why is This Important?

The Regulatory Information Service Center (RISC) and Office of Information and Regulatory Affairs (OIRA) Combined Information System (ROCIS) has a total file size limit of 25 megabytes.  A package cannot be submitted to the Office of Management and Budget’s (OMB’s) ROCIS if the size limit is exceeded.  

Reducing Duplicate Documents

Check to ensure the same document has not been uploaded in multiple locations within a package.  For example, a file uploaded within a Part 2 Form does not need to be uploaded again as a Supplementary Document under the Files link in ICRAS. 
Reducing Microsoft Word File Size

Compressing pictures.  Compressing pictures can discard extra information — such as cropped areas — from the file, reduce image resolution, and where possible, make the graphics file format more efficient.  The largest graphics file formats are those that are not saved in a compressed file format, such as .tif and .bmp.  When you paste a graphic into Word, it gets converted into a .bmp (bitmap) file.  Note: GIF, JPEG or PNG are more efficient formats.  Instead, open an image-editing tool, create a naming convention, and label them accordingly.  Rather that pasting the desired graphic into Word, either open the image in Microsoft Paint, click Save As and select a different file extension or right-click the file and manually enter the desired file extension.

Embedding only the TrueType font styles used in your document.  Embedding TrueType fonts in a document increases its size.  If you embed TrueType fonts, you may be able to reduce document size by selecting the Embed characters in use only option to embed only the font styles used in your document.  If you used 32 or fewer characters of a font — for example, a few symbols or a headline — Microsoft Word embeds only those characters.  

Using smaller original files.  The size of a photo taken by a digital camera is typically large, even when saved in a compressed file format such as JPEG.  Use a lower resolution setting on your camera when taking a digital photo.  
Using a file compression utility.  In addition to third-party utilities, Windows includes a file compress utility that uses the compressed .zip file format.  Note: ROCIS will not accept files in the .zip format after the package has been submitted.  Many attachment file formats can be reduced with the use of a compression utility.  The amount of reduction will be minimal with some file formats that are already saved in a compressed format.  For example, a Notepad .txt text file will reduce dramatically, while a .jpg image will not.  The .jpg file format is already a compressed file format.  For more information about using file compression go to Windows Help.
Optimizing Portable Document Format (PDF) File Size

Using Save As.  After you make any final changes to the Adobe PDF document, select File then Save As.  Save the document with the same name to overwrite the original with your changes. 

Selecting Save As allows Acrobat to rewrite the entire PDF document as efficiently as possible.  When you select Save, the changes are appended to the file, meaning the file size might be increased.  

Auditing the use of file space.  Select Advanced then PDF Optimizer.  Click the Audit Space Usage button.  The Audit Results window appears and lists the bytes used by each element and its percentage of the document’s total size.
Audit results can help you identify the most effective ways to reduce the file’s size by showing which elements are significantly large.  The audit reports the total number of bytes used by fonts, images, bookmarks, forms, and comments, as well as the total file size.

Optimizing images, scanned pages, and transparency.  If you created your PDF document with a scanner, use the adaptive compression slider in the Scanned Pages panel to balance file size and quality based on the color values in the document.  For all other documents, use the Images panel to select compression options for color, grayscale, and monochrome images.  Selecting adaptive compression disables options in the Images panel.
Down sampling lowers the resolution of images.  Compression eliminates unnecessary pixel data. In general, you should use JPEG for photographs and other images in which color changes gradually.  If the file contains artwork with transparency, you can further reduce file size by flattening transparency in the Transparency panel.  Transparent areas are divided into rasterized or vector regions.
For more information go to: http://help.adobe.com/en_US/Acrobat/8.0/Professional/help.html?content=WS65C0A053-BC7C-49a2-88F1-B1BCD2524B68.html
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