

Full Size (8 3/8” X 10 7/8”) Plastic Cover Design Guideline & Template

This template is provided for easy positioning of your school name and logo so that accurate registration with the plastic cover opening is maintained.

To use this template:

1. Print out this document as a guide.

2. Delete all sample text on this template before inserting any of your text. Do not delete the dashed box shown above as you have to use this for positioning your school logo and name. When pasting, margins might be reset. Confirm correct margin values! (Top & Bottom: 0.5”, Left & Right: 0.75”)
3. Cut and insert your text for the FIRST PAGE ONLY here. Borders are for outline purposes and will not appear in the final printed version unless specifically noted by the school. 
4. Position your school name and logo in the dashed box above. Your school name and logo cannot extend beyond the perimeter of the dashed box. Images that fall outside the dashed box will not line-up with the opening on the plastic cover.

5. For quality image reproduction all images must be at a minimum 600 dpi black & white (line-art) images.

6. Do not move the box shown above. This box is accurately aligned and moving it will result in your school name and logo not aligning with the opening on the plastic cover.

For Image (Logo) Insert: Select the logo text box above and delete the text out of the box. In MS Word 2003 and below select the “From File” option which is located in the “Picture” heading of the “Insert” pull-down menu. In MS Word 2007 click on the “Insert” tab that is located in the “Command Ribbon” of the main window. Next, select the “Picture” button. Find the file of the image you want to insert. Position your image so that it is contained within the dashed box.

For School Name Insert: Select the school name text box. Type your school name and format it as you would like it to appear. For quality type reproduction, we recommend using one of the following “Sans-serif” fonts: “Verdana”, “Tunga”, “Tahoma”, “Helvetica”. If you want to use a “Serif” font we recommend using “Times” or “Palatino Linotype”. Position your image so that it is contained within the dashed box.

Text box for School Logo.





Text Box for School Name








