Hello and thank you for ordering with Schoolhouse Publications. If you have any questions or difficulty putting your pages together please don’t hesitate to call us at 1-800-747-2111.

Before you begin, make sure to save this document on your hard drive where you can easily find it again (e.g. Desktop). Save often to ensure that you don’t lose any of your work.

Page numbers will appear automatically starting on the following page. This font size is 10 point and the font is Arial, however, you may change to whatever font and size you prefer.

It is strongly advised that you do not use shading in your document. Instead, we recommend that you use bold or italic print or underlining for emphasis.  Shading does not print well. Also, if you add graphics please make sure they are black and white line drawings only. 

When you have completed your pages email them to us directly at planners@schoolhousepublications.com. Before printing it will be necessary to post them to our website for you to approve to make sure no text jumped out of place during the email transmission. 

Or, to avoid the approval system save your completed work as a PDF file and email. We can go to print immediately with a PDF file as nothing will jump out of place during the transmission process. (If you do not have the ability on your computer system to make PDF files just contact us and we will help you to download what you need to make PDFs on your system.)

Please make sure you proof your work thoroughly before submitting. A home phone number of a contact person must be supplied for emergency use in case there are questions regarding your order during the summer months. 

Note: We must receive your handbook pages at least 8 weeks prior to your desired delivery date.
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