


What should | put in the yearbook?

* Typically, most yearbooks begin with an intro page, page for principal, page(s) for staff, supporting staff,
student pictures, and then “special events”.
One of our schools took a photo of the principal and asked him to write a personal letter to the students.
He loved the idea, and became a huge advocate of the yearbook.

* Many, many candids! Remember, parents have already seen and purchased the professional photos of
their children — they like seeing their child “a day in the life!”
One mom said to us this year, “I've already seen the professional picture. I'd love to see other photos of
my daughter.”

How do | organize it?
» (reate a yearbook ladder, or outline. A sample ladder can be found on page 20 of this booklet.
* |f you don't want to use a ladder, just create an outline that tells you what is on each page. Use the
school calendar as a reference so that you remember all the special activities.

How many pages do | need for class photos?
* Typically, one page for the professional portraits and one page for candids specific to the class are typical.
Some schools with small classes do put two classes to a page.
Is there an easy way to get the student photos organized?
* Paste-Up — If you are pasting up those pages, sorting the photos by class, then in alphabetical order is
the way to go.

How do I get my end of the year events in the yearbook?
* The end of the year events is often the most critical to the school year. There are a variety of ways to get

it in the book, but don't compromise quality when other solutions are possible.

1. Have a complete yearbook. Ask the yearbook company to help you individually mail the yearbooks
home. Or, organize a summer event for yearbook distribution — perhaps during the preregistration time.

2. Ask your yearbook publisher to produce a supplement. A year-end supplement is usually an 8 or 16
page tip-in that has an adhesive strip that can be “taped-in” to the yearbook. The yearbook company
can easily mail this home during the summer.

3. Take all of your photos and video footage and produce a DVD. School Annual has a DVD program that
can produce a DVD in 5 weeks — it can also be mailed home.
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How do | get a cover that represents our school?

 Usually, the best covers are drawn or created by the students. Other covers highlight an image of the
school, and an accomplishment that should be highlighted, example: A School of Excellence Award.

* A cover template can be used to format the correct size. Hand drawn art or digitally created art are the
most common cover submissions. However, just placing a photo of the school building on the cover is an
excellent way to represent your school.

» \When creating your special design cover, decide whether you would like the art to “bleed” or not.
Bleeding the art means that you want the color and design to extend to the furthermost edges of the
cover without a white border. A caution: if you pull the art to the edge, some will be cut off in the trim
process. Therefore, pull the background color to the edge, but keep the photos away from the trim line.

How are the pages in a yearbook numbered?

» Each page is a separate number. Just as in novels, yearbook pages are numbered individually, not by
sheets of paper. Therefore, one sheet of paper represents two pages in a book. Pages are numbered
with the odd pages on the right, and the even pages on the left. If you are confused, look at how the
page numbers sequence in this book. You will notice that the cover is not numbered, the inside cover
is not numbered, but the first page that you see on the right hand side is numbered 1 and the opposite
side of that piece of paper is labeled 2.

Completion of the Yearbook
Now that | think I have finished, what do | do?
* Proofread Proofread Proofread!
* Have your principal just glance over the pages. There may be sensitive information that you may not
be aware of that should not be included in the book.

How do | dedicate a page of the book to a student or faculty member that passed away?
 Work with your yearbook company to insert a page near the front of the book. If the book is already in
production, often a page can be either inserted or tipped in.



J
sedsemd— SAMPLE LADDER DIAGRAN

School: Deadline Date:

1 Photo of School
Principal Page 2 3 Faculty
Faculty 4 S Faculty
Portraits 6 V4 Portraits
Portraits 8 9 Portraits
Portraits 10 11 Portraits
Portraits 12 13 Portraits
Portraits 14 15 Portraits
Portraits 16 17 Portraits
Portraits 18 19 Portraits
Portraits 20 21 Portraits
Portraits 22 23 Portraits
Portraits 24 25 Portraits
Portraits 26 27 Portraits
Back to School 28 29 100th day of school
Student Council 30 | 31 Clubs
Band 32 | 33 Choir

20
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SAMPLE LADDER DIAGRAN

School: Deadline Date:

Football 34 35 Basketball
Soccer 36 37 Wrestling
Volleyball 38 39 Cheer/ Dance
Science Fair 40 41 Presidential Fitness
Reading Week 42 43 Awards
Field Day 44 45 Grandparents Day
Fall Party 46 47 Holiday Party
Valentines Party 48 49 School Play
Baby pages 50 51 Baby pages
Spirit Week 52 53 Spirit Week
Collage 54 55 Collage
Teacher of the Year 56 57 Dedication page
Parent ads 58 59 Parent ads
Parent ads 60 61 Parent ads
Autographs 62 63 Autographs
Autographs 64

21



[ADDER DIAGRAN

School Annual
School: Deadline Date:
S %4 | 35
415 38 | 39
6|7 40 | 41
8|9 42 | 43
10 | 11 44 | 45
12 | 13 46 | 47
14 | 15 48 | 49
16 | 17 50 | 51
18 | 19 52 | 53
20 | 21 54 | 55
22 | 23 56 | 57
24 | 25 58 | 59
26 | 27 60 | 61
28 | 29 62 | 63
30 | 31 64
32 | 33

22




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Gray Gamma 2.2)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.1000
  /ColorConversionStrategy /sRGB
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo false
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo false
  /PreserveFlatness false
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Remove
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages false
  /ColorImageMinResolution 100
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 150
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 1.30
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /ColorImageDict <<
    /QFactor 1.30
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 10
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 10
  >>
  /AntiAliasGrayImages false
  /CropGrayImages false
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 150
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 1.30
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /GrayImageDict <<
    /QFactor 1.30
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 10
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 10
  >>
  /AntiAliasMonoImages false
  /CropMonoImages false
  /MonoImageMinResolution 300
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 300
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects true
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<
    /ENU ([Based on '[Smallest File Size]'] Use these settings to create Adobe PDF documents best suited for on-screen display, e-mail, and the Internet.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /BleedOffset [
        0
        0
        0
        0
      ]
      /ConvertColors /ConvertToRGB
      /DestinationProfileName (sRGB IEC61966-2.1)
      /DestinationProfileSelector /UseName
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MarksOffset 6
      /MarksWeight 0.250000
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PageMarksFile /RomanDefault
      /PreserveEditing false
      /UntaggedCMYKHandling /UseDocumentProfile
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
    <<
      /AllowImageBreaks true
      /AllowTableBreaks true
      /ExpandPage false
      /HonorBaseURL true
      /HonorRolloverEffect false
      /IgnoreHTMLPageBreaks false
      /IncludeHeaderFooter false
      /MarginOffset [
        0
        0
        0
        0
      ]
      /MetadataAuthor ()
      /MetadataKeywords ()
      /MetadataSubject ()
      /MetadataTitle ()
      /MetricPageSize [
        0
        0
      ]
      /MetricUnit /inch
      /MobileCompatible 0
      /Namespace [
        (Adobe)
        (GoLive)
        (8.0)
      ]
      /OpenZoomToHTMLFontSize false
      /PageOrientation /Portrait
      /RemoveBackground false
      /ShrinkContent true
      /TreatColorsAs /MainMonitorColors
      /UseEmbeddedProfiles false
      /UseHTMLTitleAsMetadata true
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [600 600]
  /PageSize [612.000 792.000]
>> setpagedevice


