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Guidelines for Handbook Pages
For your convenience, we have a template formatted for your use.  The template has set margins and crop marks for printing.   Please go to www.qualityplanners.com and download the appropriate template for your planner.  After creating your handbook pages, please save the entire document as a pdf and email the pdf to us.
To input text, just copy from your original document and paste it into the template over the text on the template.  Do not add page numbers, the template automatically does this for you.   

Limit the use of fonts to one style for headings and one style for paragraphs   Font size should be 10 point or larger as smaller sizes will be difficult to read. All type must be formatted 100% black and white.  Do not apply color or gray shading to your type.

For quality reproduction, the handbook should be sent to us electronically as a Microsoft Word document (*.doc).   All pages that are part of your handbook must be contained within 1 Microsoft Word document. We cannot process handbooks that are sent in multiple attachments.

Before submitting your text, it is strongly recommended that every page be proofread. We suggest that at least two people – besides the person who inputs the copy – proof read for errors.  The text that is submitted will be the text that is printed. 

Guidelines for Personalization of Title Page
For your convenience, we have a template formatted for your use.  The template has set margins and crop marks for printing.   Please go to www.qualityplanners.com and download the appropriate template for your planner.

In the box marked “Place School Name”.  The font size must not allow the school name to exceed the size of the box which is one inch high.  On the bottom in the box marked “School Address, Phone Number” you can add this additional information if you wish plus any extra detail as long as the text stays within the box.   You can also add a black and white line drawing of your school mascot within the box.  Artwork MUST be line drawings in black ink on white paper.
If you have any questions, please give us a call and we will be happy to assist you.   1-800-869-4158.

ALL MATERIALS MUST BE SUBMITTED VIA E-MAIL; DO NOT FAX SUBMISSIONS
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