
TIPS


To Add A Logo or Map: 


Go to Insert / Picture / From File…   


Choose your logo or image file 





To Add A Text Box:


Go to Insert / Text Box / 


Click & Drag to desire box size or adjust box size as needed





Toolbars To Open:


Go to View / Toolbars �Click on: Standard, Formatting & Drawing





Finished Card Size: 5.5 x 8.5 inches


Leave .25 inch to .50 inch margins around the card layout (depending on your printer capabilities) Margins are currently set at .25 inch (top, bottom, left & right)


Bulk Permit is in the required Post Office format.


Adjust Bulk Permit with your information


Non-Profit Org. or PRSRT STD (Post Office Regulations)





DO NOT PLACE ADDRESS LABEL BELOW 5/8” (.6250) FROM BOTTOM EDGE OF CARD.





LOGO HERE


Post office regulations require that the return address does not go below the line








Street map image


or written directions


to your church





Church Name


Address


Goes Here





Non-Profit Org.


U.S. Postage


PAID


 City, State


Permit No.





THIS INFORMATION


Needs to be easy to read!


Use varying Fonts, Sizes, and weights


Add Lines to break up information


Adjust Paragraph Spacing if needed





Before printing,�have several people proofread





Keep the text here short and simple. Think about what you want to say, and avoid churchy words. Make the text larger if you have room, but do not make the text any smaller than this.





Your Headline Here!











