PRINTING AND ASSEMBLY INSTRUCTIONS

This brochure is designed for mass reproduction and easy assembly.

1. Open file brochure.doc file and print the entire file on a black and white or color printer for a total of ten single sided sheets (10).

2. Determine the copier’s printing method for reproducing single sided to double sided. There are at least two ways copiers convert single-sided printed page when printing out double-sided.  Some copiers invert the second sheet when printing the double side copies while other copiers do not.  Your graphics may appear better on you copies if your copier has a “Photo” option.  

3. Set copier to print single side to double side (1 ( 2 side) and collate copies. 

4. If unsure of how your copier prints double-sided from single sided, use the first two originals for a test.   With original single-sided copies facing the same direction print (1 ( 2) copy.

a.  If double-sided prints correctly:
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Reorder the originals all facing the same direction and print desired number of (1 ( 2) double-sided copies.

b.  If double-sided prints incorrectly:



Single-sided Single-sided
   Double-sided

Return the first two pages to originals stack. Rotate every other page so that the text / images are upside down as you are looking at the page.  



Place stack of interleaved originals in copier.  Print desired number of (1 ( 2) double-sided copies.  

5. Folding:

· The brochure stack should face with the checklist sheet on top before folding begins.

· Take the entire brochure and fold all the sheets in half from left to right so the front cover is facing you and the fold is on left.


·  Sheets are numbered to aid assembly process.



· If a stapled brochure is desired, an extended reach stapler makes the job much easier.  Staple the pages together at the top and bottom along the centerfold line.


6. Pamphlet is ready for distribution. 
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