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





The format of the policy pages MUST be done according to the instructions on the template. It is preferred if you use the template on our website.





As shown on the right, the template has two columns.  In the left column is where you will input your text.  The text will continue on to a second page automatically.  When you have completed inputting all the text, highlight the entire text, copy it and paste it into the right column.  Each page will then have the same �text on the left and right side and will have the same page number on the left and right.





No text goes into the center.





PLEASE SAVE NEW DOCUMENT AS A .DOC FILE NOT A. DOCX FILE























For better readability please limit your use of fonts to either Times or Helvetica.  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.


All text MUST stay within the white area as shown on the example above.  The additional margin allows for border, trim and binding.  Do not extend any text into these margin areas.




















Individual Highlights:


Inside Story	2


Inside Story	3


Inside Story	4


Inside Story	5


Inside Story	6


Inside Story	7


Last Story	8





Special Interest Articles:





•	Add a highlight or your point of interest here.





•	Add a highlight or your point of interest here.





•	Add a highlight or your point of interest here.





























TYPE FORMATTING








TEXT PUT ON THIS SIDE NEEDS TO APPEAR IN THE BOX ON THE RIGHT. WHEN DONE COPY ALL TEXT AND PASTE IN THAT BOX





INSTRUCTIONS FOR 


HIGH SCHOOL PLANNER ONLY











PAGE ONE TEXT SHOULD BE COPIED ON TO THIS SIDE SO BOTH SIDES ARE THE SAME TEXT





Quality Planners, Inc.


Any Questions Please Call 1-800-869-4158
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PAGE ONE TEXT SHOULD BE COPIED ON TO THIS SIDE SO BOTH SIDES ARE THE SAME TEXT







TEXT PUT ON THIS SIDE NEEDS TO  APPEAR IN THE BOX ON THE RIGHT. WHEN DONE COPY ALL TEXT AND PASTE IN THAT BOX




















