~~~~~~~   DIRECTIONS FOR TRI-FOLD CHAPTER BROCHURES   ~~~~~~~
BROCHURE PAPER
      Alliance #BT119 3 panel 28 lb brochure paper 100 sheets per box

      Color scheme (red/brown and gold/tan)

      Available from Paper Direct  1-800-272-7377

      Pricing:  20% off on orders  Shipping & handling is based on total of the order ($8.95 S&H min.)
          
1-4 boxes $28.49 each

          
5-9 boxes $26.49 each

          
10-25 boxes $24.49 each

STEPS FOR SETTING UP THE BROCHURE 
In the “Membership Explosion” file is the template for the chapter brochure.  The brochure is titled “Gamma Beta Information Brochure – final”.   The template and the directions are written using Microsoft Word.   
After opening the template for the chapter brochure, check your margin settings.  To do this, go to “File”, then “Page Setup”, and then margin settings which should be set at



Top   
 0.5

Bottom  
      0.1

                      Left  
 0.5

Right  

      0.19

The brochure was created using a brochure template, so changing font and spacing can cause variations in your document which may be quite frustrating if you are not savvy with that aspect of word processing.    The margins are set to accommodate the Alliance tri-fold paper which has colored margins.  Should you decide to use a different brochure paper, the margin settings will likely need altering.  
PERSONALIZING THE BROCHURE FOR YOUR CHAPTER
First Page
1. The cover of the brochure (the right column on the first page) will need to be modified to reflect 
     your chapter’s name and location.
2. The bottom of the middle section of the first page is where you will enter information specific to 
      your chapter, including name and title of a contact person, phone number and current date.

Second Page

1. The middle section of the second page “Chapter Projects” is a section specific to your chapter.  You will want to delete the information for the Gamma Beta chapter and insert information regarding your chapter.  
PREPARING TO PRINT
NOTE:  Printers vary regarding how to placement the paper for printing – some print with paper right side up, others with reverse side up.  You will want to experiment by printing one copy first and checking alignment and correct side of the paper before printing multiple copies.
First Page:

      Insert the Alliance paper with the gold/tan margin on the left and the red/brown margins on the top 
      and bottom.  Then instruct your printer to print page 1.    You may see a notation that says “The 

      margins of section 1 are outside the printable area of the page.  Do you want to continue?”  Click 

      on YES.
Second Page:
      Place the print side of the paper up with the gold/tan margin on the left.  Instruct the printer to print  

      page 2.  Again you may be see “The margins of section 1 are outside the printable area of the 

      page.  Do you want to continue?”  Click on YES.
FOLDING

Hand folding – fold the paper in thirds, allowing the colored sections of the paper to guide you in proportioning the paper.  Using a bone folder helps give the fold lines a crisp crease.

You may want to try a letter folding machine if you have a large quantity of brochures to fold, although I haven’t had any experience using such a machine for brochures.
~~~~~~~   DIRECTIONS FOR CREATING CARRIER FOR MEMBERSHIP DOCUMENTS   ~~~~~~~
Open the Membership Explosion folder either from the CD or as a downloaded file on your computer.  Locate the Membership Brochure Carrier file and double click on it to open.  

In the carrier template will want to insert your chapter’s name in the place where it states “GAMMA BETA CHAPTER Southern Genesee County” on the cover side of the template.  
PRINTING
1.  Insert 8 1/2 inch x 11 inch cardstock into your printer.   

2.  Print side 1 (the Delta Kappa Gamma Insignia).

3.  Reverse the paper so that the Delta Kappa Gamma Insignia (marked as “x” in the drawing below)  

     faces up and is located in the left hand lower corner of the side of the paper that is the last to go   

     through the printer) and print side 2.
         Edge toward the printer

        “x” indicates the insignia
     Note:  Printers vary regarding positioning the paper for printing.  Experiment by printing one copy

     first and adjusting if your printer has a different positioning protocol.
FOLDING
1.     With the paper in a horizontal position and the 
        Delta Kappa Gamma insignia on the up side, 
        fold the paper exactly in half.   


2.    “Alpha Iota State – Michigan” should appear 
  on the top side after folding the paper.  
  Next, fold (----) the upper right hand corner 
  toward you so that the Delta Kappa Gamma
  insignia (x) appears and is centered on the 

  page.
3.    Glue (        ) the bottom and lower right side, near the edge, on the inside of the folded card stock 
       to make a pocket.  

Now you have a carrier to contain your chapter’s information brochure, Looking for New Members? form, The Honor of Membership brochure, Who Are We?  What Is Delta Kappa Gamma?, and the Recommendation for Membership form.  This carrier keeps pertinent membership promotion information together for members and is attractive and professional in presentation. 
~~~~~~~  DIRECTIONS FOR MAKING THE DOOR HANGER   ~~~~~~~
Directions for The Delta Kappa Gamma Society International door hanger using the Membership Explosion file (either from CD or downloaded file)
1. INSERT card stock into paper feed of the printer and CHECK that the printer is turned on.
2. OPEN the Membership Explosion folder.  Locate the door hanger file on the CD, double click on that file, and the page will open up OR use the door hanger templates that accompany these directions on pages 5 and 6.   On the computer screen, place your cursor on page one of the door hanger which will have two copies of the front side of the door hanger.  (Each page prints two hangers).
3. PRINT page one of the door hanger by going to the left hand corner of your computer screen and clicking first onto “File”, then click “Print” in the drop down menu, select “current page” under “Page Range”, indicate the number of copies you want to print under “Copies” (recommend that you print one copy first as a test run), then click “OK”.
4. REMOVE the printed page(s) then position the paper for printing page two of the hangar.  NOTE:  Printers vary regarding printing the reverse side of paper.  It is recommended that you print one copy first as an experiment regarding the position of the paper for printing of the reverse side before printing multiple copies.  For example, some printers print with the top of the first printed page facing you, others print with the top of the first printed page facing the printer.  
5. PLACE the cursor on page two of the door hanger.  Again, there will be two copies on the back side of the door hanger, thus making two door hangers.  Print page two of the door hanger by repeating STEP 3 above.

6. REMOVE the double-sided document from the printer.

7. LAMINATE. 

8. TRIM off extra laminating film.

9. CUT page in half using the center line as a guide.
10. PUNCH hole into top of door hanger.
11. While looking at the front side, CUT a slit from the outer left hand edge of the hanger (just above the eye) to the center hole with scissors.

12. YOU now have TWO door knob hangers!
           If using a commercial printer, select two sided printing and insert both the front side and the 
           back side of the templates in the printer.   Then follow steps 6 through 12 above.  
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PLEASE  

 DO   DISTURB!

I’m a member of The Delta Kappa Gamma Society International.

I’m  ALWAYS  looking for ‘key women educators’ to bring into our worldwide sisterhood!
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	ALPHA  IOTA  STATE  EDUCATORS  ARE

‘UNITED  IN  PURPOSE’

WE strive to….

UNITE ‘key women educators’ through support and friendship

HONOR women who are accomplished educational leaders at all levels

ADVANCE the professional interest and position of women in education

INITIATE, support and endorse legislation by and for all women

ENDOW scholarships for continuing education throughout the world

STIMULATE personal and professional growth and development

INFORM women of current economic, social and political issues.
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