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Inserting Images
There are many types of images you can insert into this template:
· .jpg files are usually color photos

· .gif, .tif, bmp files are drawings or graphics

· clipart gallery images are program files
· autoshapes, graphs, diagrams and wordart add a custom flair. The  background on this brochure is an autoshape box filled with green color. 
It is easy to place a picture by creating a text box first. Choose no fill, no line under the text box properties. Insert your picture or clipart into the text box as we did with bird sketch below.


 “picture” Fonts

Some symbol fonts, like Webdings, are in your symbol library. Special fonts can be downloaded to your computer and will appear in the symbol drop down list. Animal tracks, butterflies, etc. can be found at: www.1001freefonts.com/. Position your cursor and click,  Insert, Symbol. You must embed your fonts into your brochure. Under TOOLS click OPTIONS then SAVE TAB, EMBED TRUE TYPE.
WorkING with Spacing

Keep your copy short and to the point. Do not crowd your brochure. Leave adequate “white space” areas so the reader is not overwhelmed.

If you need to make room for text you can reduce the spacing between paragraphs. Click in this paragraph, and click Paragraph on the Format menu. Reduce Spacing After to 6 points, and make additional adjustments as needed.

To make additional font style changes choose a new style from the Style list on the Format toolbar (while keeping cursor in the paragraph).

You can also adjust character spacing. Select the text to be modified and click Font on the Format menu. Click Character Spacing and then enter a new value.
Adding graphics and images helps break up paragraphs and hold the readers attention.
 Other Brochure Tips
To change a font size, click Font on the Format menu. Adjust the size as needed, and then click OK or Cancel.

To change the shading of shaded paragraphs, click Borders and Shading on the Format menu. Select a new shade or pattern, and then click OK. Try different options to achieve the best shade for your printer.

To remove a character style, select the text and press CTRL+SPACEBAR. Or click Default Paragraph Font on the Style list. Arial style font is easy to read.

Determine what you want your brochure to achieve. Keep your brochure focused on your main points with these goals in mind:

· gain your readers attention

· keep your readers interest

· do not reveal every fact so the reader needs to find out more

· inform the reader what to do next
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Obtain copies of this Brochure at: 


Organization


Street Address


City, ST  ZIP Code


Phone (704) 555-0125


Fax (704) 555-0145


Web site address
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Your guide to Nature





Developed as a Final Project for


The Florida Master Naturalist Program


www.MasterNaturalist.org





To print (and preserve) these instructions, click Print on the File menu now.


Using this template, you can create a professional brochure. Here’s how:


Insert your information. To change the formatting of a paragraph, position your cursor in the paragraph. Click Format, Paragraph, then change the alignment, spacing and indentation.


To change the front picture, click it to select it. Click Picture on the Insert menu, and then click clip art or From File. Select a new picture, and then click Insert.


Print page 1 and 2 back�to�back on letter size paper, tri-fold brochure paper or on colorful, preprinted brochure paper.


Use a PDF writer to preserve your document as a PDF file, which can be viewed and printed from an internet site.


Fold the paper like a letter to create a three-fold brochure (positioning the panel with the large picture as the front).








Start exploring now





Company Name


Street Address


Address 2


City, ST  ZIP Code


Phone (555)555-0125


Fax (555)555-0145


Web site address
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Date of publication





YOUR FINAL PROJECT TEAM INFO HERE �Final Project team member names, Module, name, credits, etc. here.�Please keep our logo and website in place.
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TRIFOLD BROCHURE TEMPLATE





Provide credits, testimonials and other back panel types of information.





For example, Florida Master Naturalists should list Final Project team members and credits and include the teaching module and instructor. The official FMNP logo, statement, and website should be displayed as shown.








Micrsoft Word® template tips were used as a guide line for this document.
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