Brochure Option:
From Word, open a NEW document.

From FILE, select Page Setup, Paper Size, and choose "Landscape". Select Margins and choose appropriate size margins (.5” or more). From the toolbar select the column icon and select three-column form. From Format, choose Columns and set appropriate column spacing (1” or less). From the formatting bar (below the tool bar) select Comic Sans to replace Times New Roman, select 12 or 14 for the font size. Or, use the Brochure wizard form.

Include each of the following:

· Organization/Personal Information (Name, Address, Phone, Fax, Web, Email, etc);

· If not included above, your name;
· A brief welcome/introduction to your organization, product, or service;
· At least three clipart pictures or other graphics;
· A description of benefits or points of interest, in bulleted form;
· At least one table, one bordered/ shaded section, one WordArt, two or more fonts;
· Appropriate spacing and design throughout (eye appeal matters).
Be sure to center some items (such as your title and/or section headings). Use WordArt (under Insert) and Borders and Shading (under Format) to add eye-appeal and emphasis to your work.


Different Brochures for Different Situations


When creating standard 3-column brochures for classroom or business use, there are two main styles you can make depending on the situation.

The Accordion Fold:


This one-sided brochure goes simply from column one through column three in order, starting with the leftmost column on the page. When folded (see below), only the left column (the front panel of the brochure) shows, and the remainder of the brochure folds out to the right for reading.
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One advantage of the accordion-style brochure is that it is quick and easy to design. A busy teacher can easily reformat a handout or flyer designed for the classroom or for conferences into a handy, attractive accordion-style brochure. 

The Two-Sided Tri-Fold:


The two-sided brochure is the style most commonly seen in business and professional settings. While slightly more effort is required to produce the two-sided tri-fold brochure, it makes a decidedly professional impact in almost any setting. And, once you create a brochure, you can reuse it as a template for future ones.


The inside of the two-sided tri-fold brochure is similar to the regular accordion style. All three columns go in order from left to right when the brochure is opened completely:
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The outside of the brochure is the part that requires the most thought. Since the brochure will be folded with an inside and outside flap, the layout begins with the inside flap (good place for quick information the reader will see upon first opening the brochure) on the left, the back panel (usually blank or reserved for mailing use) in the middle, and the front flap (title panel) in the right column, as shown below:
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Whichever brochure you choose to make for your project, use graphics and fonts wisely to give it a professional look. Try making a brochure instead of a handout, and enjoy the results!



Project 2:
Creating Brochures & Newsletters in Word
You can use MS Word and its ability to do multiple column text to brochures or newsletters that can be used to communicate with clients, customers, students, associates, group members, and more. 

Your assignment for Project 2 is to create a brochure or newsletter to communicate about yourself or your business to your clients, customers, or professor. You will include enough relevant information about your product, service, or self to convince a customer to buy, a client to use your service, or a professor to give you an ‘A’. 

You may choose to create either a brochure or a newsletter. Whichever you choose, your finished product must be creative, well-designed, and free of spelling and grammar errors – this end result should be ready for use for your organization or personal use. You will hand in the printed copy of your brochure or newsletter on the due date, as well as save a copy of your finished file to your Zip disk. 

Newsletter Option: 
Design a one-page (one-sided or two-sided) newsletter following the same content requirements as the brochure. Be creative; make the newsletter interesting.

To start your newsletter in Microsoft Word, go to File… New… and click on the Publications tab. Select the Newsletter Wizard and click OK.





Project 2:

Creating a Brochure or Newsletter for Your Organization
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CBIS 2215 – Section 4
Spring 2004
Prof. Payne

In this project for your CBIS 2215  portfolio, you will create a brochure or newsletter for a real or imaginary organization, product, or service, or about yourself.
Due Date: 
Tuesday, Jan. 27, 2004
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