STANDARD, ULTIMATE, EVOLVING PROGRAMS
— DIRECTORY DESIGN GUIDE -

Goal to Complete Design Acct. #

(Date)

Church Name

City State Zip

Contact Person

Daytime Phone #

UNIVERSAL REQUIRES THE CHURCH
THE FOLLOWING LIST OF DESIGN MATERIALS MUST BE

MAILED TO BEGIN PRODUCTION OF THE DIRECTORY

D Directory Design Guide (Completely filled out)

D Completed cost summary (page 5 in this booklet) with check or money order if applicable
D Cover, Ministry Pages and Submitted Photos sheets placed in back pocket

D Photo Session Envelope detailing staff images (With extra images supplied by the church)
D Roster Listing (if applicable) preferably on a CD or Flashdrive

D Ministry Tool sheet if applicable placed in back pocket

MAIL YOUR DIRECTORY DESIGN MATERIALS TO:

Universal Church Directories
30 Bowman Street * Mansfield, Ohio 44903 ¢« 419-522-5011 - 1-888-742-5823

DIRECTORY DELIVERY SCHEDULE
Business Days

Business Days
DIRECTORY STYLE for Proof Copy for Final Book

Soft, Spiral, UV Coated, Back Pocket 15 15
Leatherette 15 20

Combination of 2 Binding styles (Spiral, UV Coated or Back Pocket) 15 20
Please note that back pocket covers may not be combined with spiral or leatherette covers.

Hardback, Perfect Bound, Spiral Leatherette 15 30

Program Credit Option (Soft, Spiral, UV Coated and Back Pocket Covers) 10 10

UCD-DG-COV-2019



DESIGN GUIDE INDEX

Programs ... 1-5
Design Instructions ... 6-12
* Cover
* Ministry Page

Submitted Photo/lmage (family section)

Roster Submission Guidelines

* Ministry Tools
Cover & Ministry Page Templates .................cooiiiiiiin 13-15
Designer Series Templates .............cooooiiiiiiiii i, 16-20

Below is a list of items to think about

before your Directory Design Meeting.

1. Gather Family Section Submitted Photos
(Military, Shut-ins, College Students, and Families not photographed)

2. Collect images and photos from Classes, Events and Ministries from current year
or past years (we accept prints as well as digital images)

3. Decide if you want a Staff Page (or a Pastor’s page with a message from the Pastor)

4. Decide on Theme, Colors & Styles for the design of the Directory (Universal has 18 pre-set colors
and 7 pre-designed background styles, and 18 Designer Series Templates you can choose from)

5. Decide on the layout for Front & Back Cover
(take a look at the Designer Series templates to develop ideas for your directory)

6. Decide on how you want to use your credits on your Directory Options or Ministry Tools
(if available) (would you use them for an extra ministry page, pocket directories, cover or roster options, etc.)



CHOOSE YOUR DIRECTORY DESIGN METHOD

EXPRESS METHOD - Send your images and text. Our graphic designer will create
your directory and page designs for you.

CUSTOM DESIGNED METHOD - Custom design your ministry pages and covers

utilizing our templates, background colors and textures or Designer Series.

CHURCH DESIGNED METHOD - Use Photoshop, Publisher, InDesign, or lllustrator
to create your own ministry pages and covers. Export as Acrobat pdf or 300 dpi Jpeg files with bleed
(1/8 inch {.125 inch} extra around edge of page - allowing you to run artwork to the edge of a page).

DIRECTORY PROGRAM SELECTION

CHECK ONE
D Evolving Alboum Program D Small Church Program
D Ultimate Album Program D Standard Directory Program

THE EVOLVING ALBUM PROGRAM
5-1/2 x 8-1/2-OR -8 1/2 x 11

Number of families photographed at your church

Choose an Evolving Program Family Section Style

U 5% X 8 ' Traditional Q 8 2 X 11 Traditional
- 12 Families per page; name only beneath photo, - 12 Families per page; name only beneath
roster in back of the directory photo, roster in back of the directory
4 5% X 8 ' Premier Connect J 8 '%2X11 Premier Connect
- 9 Families per page; includes address, - 8 Families per page; includes address,
phone numbers, email addresses phone numbers, email addresses
~ FRONT & BACK COVER INCLUDED ~
CHOOSE ONE CHOOSE ONE
(1 Inside Front & Inside Back Cover (1 Online / Mobile App
() Staff Page (U Digital Directory PDF & JPG Directory Images

IN ORDER TO QUALIFY:

The church must photograph 32 families and it must have been 3 years since the last directory.
MyUCD APP of your Church Family Directory is included with this program.

No Promotions, Credits or Bonus Credits are available with the Evolving Album Program.
Hardback and Small Church Programs are not available with this program.
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SELECT YOUR DIRECTORY SIZE,
BINDING & COVER STYLE

SELECT ALL BOXES THAT APPLY

DIRECTORY SIZE U 8%X11 5% X8
BINDING STYLE COVER STYLE
D Standard Soft (over 72 pages will be Spiral Bound) D UV Gloss Coated

(1 Program Credit)
] Black Spiral Bound

(1 Program Credit) (] Leatherette

(2 Program Credits with minimum of 150 books)
(] Wire Spiral Bound

(2 Program Credits) ] Back Pocket

(1 Program Credit)
D Hardback (Not available with Ultimate & Evolving Directories)

(Must photo 250 families to qualify. 3 Program Credits)

] Perfect Bound
(Must photo 250 families to qualify. 3 Program Credits)

FAMILY SECTION
SELECT YOUR FAMILY SECTION STYLE - FOR STANDARD OR ULTIMATE

EI 82 x 11 Premier Connect - 8 Families per page - includes address, phone numbers, email addresses

EI 82 x 11 Standard Traditional - 16 Families per page - name only beneath photos, roster in back of directory
EI 82 x 11 Premier Traditional - 9 Families per page - name only beneath photos, does not include a roster

D 872 x 11 Premier Traditional - ONLY AVAILABLE WITH 250 Families Photographed - Includes a roster

(9 Families per page - Not available with a hardback program)

EI 52 x 8" Premier Connect - 9 Families per page - includes address, phone humbers, email addresses

D 5. x 8" Traditional - 12 Families per page - name only beneath photo, roster in back of the directory

Please be advised that a roster listing in the back of a premier connect directory is a cost or a program credit item only.
The cost is $75.00 per page or one program credit per page.

PHOTO STYLE - ] square Corners (] Round Corners (L] Shadow Effect (cannot be used on black background)

BACKGROUND COLOR & STYLE

(] No color/style  [_] Background color (] Background style (] Designer Series
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ULTIMATE DIRECTORY PROGRAM

UNIVERSAL CHURCH DIRECTORIES proposes to provide you with a beautiful full-color
Ultimate Directory & Brochure as part of this program. Each Church receives a front & back cover,
an inside front & back cover, a choice between three family section styles, PLUS a 20% directory &
brochure overrun based on the number of families photographed. Each family will receive both a
complimentary 8 x 10 portrait of their directory pose and a Church Family Directory.

IN ORDER TO QUALIFY:

The church must photograph 32 families and it must have been 3 years since the last directory. The church must
submit all materials for Ministry Brochure production within 12 months of the last photography date. Universal
Church Directories is not liable if design materials are not submitted to the home office within that time frame.

COLOR PROOF & COMPLETED DIRECTORY:
Your Color Proof will be shipped to your church 15 working days after Universal receives all material needed to
build your album and/or ministry brochure. Your Completed Directory will be shipped to your church 15 working

days of the date your final corrected proof copy is received in our office. Please be advised that any combination
of two or more cover options will add 10 working days to the delivery schedule of the completed directories.

CHURCH WILL ALSO RECEIVE:
A CD-ROM or MyUCD APP of your Church Family Directory with a Web-Optimized PDF of the Ministry Brochure

CHOOSE ONE: [_] online/Mobile App  [_] Digital Directory PDF & JPG Directory Images

EXCHANGE PAGES FOR CREDITS:

The exchange of pages must be done in 4-page increments for 4 Credits or Ministry Pages in the Family
Directory. (For example, a church wants to exchange 4 pages for 4 credits. They could use those 4 Credits for a
UV Coated Cover, an additional 20% Overrun, 10 submits and a CD-ROM.)

No Promotions, Credits or Bonus Credits are available with the Ultimate Directory Solution.
Hardback, Evolving Album and Small Church Programs are not available with this program.

ALLOCATION OF PAGES FOR MINISTRY BROCHURE

Number of Families Sits Photographed Number of Pages
Photographed 32-104 4 Pages
105-174 8 Pages
175-244 12 Pages
Ministry Visitor 245-314 16 Pages
Brochure Folder 315-384 20 Pages
U s12x11 U s12x11 385-454 24 Pages
D 51/2x81/2 D 51/2x81/2 Receive 4 pages for each additional 70 sittings photographed after 455
OVERRUN ALLOCATIONS: PAGES EXCHANGED FOR CREDITS (INCREMENTS OF 4)
VISITOR FOLDER BROCHURE #1 # OF PAGES BROCHURE #2 # OF PAGES
NUMBER OF PROGRAM PAGES EARNED: NUMBER OF PROGRAM PAGES USED:
NUMBER OF PROGRAM CREDITS USED: DIRECTORY MINISTRY TOOLS

COST OF ADDITIONAL PROGRAM OPTIONS:

*Web Optimized PDF for the brochure



SMALL CHURCH PROGRAM

We have designed a directory program to accommodate our smaller church partners that
photograph less than 32 sittings. Under the Small Church Directory Program churches
photographing 25-31 sittings will receive:

50 Full-Color Directories Number of families photographed at your church
Front and Back Cover

Choice of 3 family section styles
Ministry pages, family section and roster pages totalling 8 pages in the directory
Use of our background colors and styles OR our Signature Design Series
Opportunity to purchase Directory Enhancements or Ministry Tools

Regardless of special notes on contract - Bonus, Specials or Credits are
not available with this program.

To determine use of the eight pages in your directory, please follow these steps:

1. Determine the number of families to be included in the family section: The number
photographed at the church + number of families that went to another church to be
photographed + the number of families submitting a photograph.

2. Determine the family section style to be used in the directory:
- See Family Section Options on page 2 of this Directory Design Guide

3. Determine if a non-photographed roster will be included in the directory:
Estimate 40 entries per page.

4. After determining the number of pages for the family section and roster (if applicable)
the remainder of your 8 pages may be used for ministry pages.
AN

NIRRT

RN

Number of families photographed at your church

The Standard Directory is a directory program that may have a cover, ministry pages, family
section and a roster. Ministry tools include an APP, Digital Directory on CD, or brochure, with
many more available, using either the credit program, or they can be purchased.

Design Your Standard Directory Program with your earned Program Credits.

Please be advised that a roster listing in the back of a Premier Connect is a cost of $75.00 per page or one program credit per page.

Standard Program Credit allocation is based on the following criteria:

32-69 families .....ccemumunnannnss 4 Program credits 210-244 families .....cuuvemunnn 11 Program credits
70-104 families ...cccccemurmannnnss 5 Program credits 245-279 families ....ccuvemunan 13 Program credits
105-139 families ...cceccvmuneannan 7 Program credits 280-314 families ....ccueuvemunan 14 Program credits
140-174 families .....ccevmuveennan 8 Program credits 315-349 families .....cucaveuunan 16 Program credits
175-209 families ......ccuuuueens 10 Program credits

The above Program Credit allocation is used for directory options and ministry tools. One additional Program Credit is allotted for
every 35 families photographed over 315. Program Credits can be used for ministry pages, ministry tools, and directory options.
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STANDARD PROGRAM CREDIT / COST SUMMARY

Directory Options / Ministry Tools

Credit / Cost

Qty

Method of
Payment

Program
Credit

Church
Expense

MINISTRY PAGES 1 Full Color Staff or Ministry Page (one side)

1 Credit/$100.00

Traditional Family Section with phone number under photo

1 Credit/$100.00

Printing on Inside Front and Inside Back Cover

1 Credit/$100.00

ROSTER/OPTIONS Modified per Page (Add Second Address)

$20.00 ea. page

Custom per Page (Font, Type, Size, Additional Info)

$50.00 ea. page

1 Roster Page (camera ready)

1 Credit/$75.00

Black/White Page (History, Ad or Traditional Roster Page - approx. 40 families per page)

1 Credit/$100.00

Up to 10 Submitted Family Section Photos (Limit 1)

ET‘:’T 1 Credit
Eﬁ. ON PHOTOS Not Available with Hardback Programs

Submitted Family Section Photo $10.00 each

Submitted Family Section Photo for Hardback or Perfect Bound $15.00 each

UV Gloss Coated Cover | 1 Credit/$100.00

Leatherette Cover (Minimum 150 Books Printed) | 2 Credits/$200.00

Plastic Spiral Bound (Automatic - Standard Soft over 72 pages) (back pocket not available)| 1 Credit/$100.00

Wire Spiral Bound (back pocket not available | 2 Credits/$200.00

Additional Cover for Spiral Bound (2 or 3 Charge Churches)

1 Credit/$100.00

Custom Back Cover with Back Pocket

1 Credit/$100.00

Check one: [] Perfect Bound (] Hard Cover Dir. (Min. 250 Families)

3 Credits

DIRECTORY OPTIONS

Additional Soft Cover Directory

$7.00 per copy

Additional UV Coated, Spiral or Back Pocket Directory

$8.00 per copy

Additional Combination of 2 or more Cover Options Directory

$9.00 per copy

Additional Hardback or Perfect Bound Directory

$12.00 per copy

8 Additional Hardback 1 Credit
Additional 20% Overrun of Directories (40 Directory max. Limit 2) 1 Credit
Additional 10% Overrun of Perfect Bound Directories (20 Directory max. Limit 2) 1 Credit

10/10 Delivery Schedule

1 Credit/$100.00

MINISTRY TOOLS Digital Directory (PDF, Family Images, Templates)

1 Credit/$100.00

Church Directory App

2 Credits/$200.00

Framed 16x20 Mosaic Portrait

1 Credit/$100.00

250 Full Color Brochures 8 1/2 x 11 - Tri-fold [ Bi-Fold (Q Flat O

1 Credit/$100.00

250 Easy Brochure - 11x17 (- or - 8 1/2 x 11 Bi-Fold (O

1 Credit/$100.00

250 Notecards & Envelopes [] - or - 250 Postcards (]

1 Credit/$100.00

250 Picture Business Cards

1 Credit/$100.00

50 Visitor Folders

2 Credits/$200.00

100 Easy Connect Brochures (140 Family Increments)

1 Credit/$100.00

Individual Database Images Program

2 Credits/$200.00

Family Database Images Program

1 Credit/$100.00

Portrait Gift Certificates ($200.00 Value)

1 Credit

NUMBER OF FAMILIES PHOTOGRAPHED
PROGRAM CREDITS EARNED
NUMBER OF PROGRAM CREDITS USED
COST OF ADDITIONAL PROGRAM OPTIONS

UCD REP
INITIALS

AMOUNT ENCLOSED:

Bolded options are the

most popular




Il ADD BACKGROUND COLORS TO MINISTRY PAGES ===

Check the boxes that have the desired background and style if you are not using one of the Designer Series templates.
Leave the style blank if you want a solid background. The chosen background will print on all activity and family pages

CMYK-0-0-0-14 CMYK-0-5-16-0 CMYK-0-14-47-0 CMYK-0-10-14-5 CMYK-0-14-5-10 CMYK-10-20-30-20
RGB-222-223-224 RGB-255-240-215 RGB-255-219-150 RGB-241-219-203 RGB-229-204-205 RGB-188-168-147
(] BKG-1 ] BKG-2 ] BKG-3 (] BKG-4 ] BKG-5 (] BKG-6

GRAY CREAM LIGHT GOLD BEIGE LIGHT MAUVE DARK TAN
TYPE WILL TYPE WILL
REVERSE REVERSE
CMYK-50-20-50-0 CMYK-13-5-0-0 CMYK-20-10-0-10 CMYK-40-10-13-10 CMYK-100-54-0-34 CMYK-89-35-10-75
RGB-137-172-143 RGB-218-230-245 RGB-181-195-217 RGB-138-180-193 RGB-0-77-134 RGB-0-49-75
] BKG-7 (] BKG-8 ] BKG-9 (] BKG-10 ] BKG-11 (] BKG-12
SAGE SKY BLUE STEEL BLUE TURQUOISE ROYAL BLUE NAVY BLUE
TYPE WILL TYPE WILL TYPE WILL TYPE WILL TYPE WILL TYPE WILL
REVERSE REVERSE REVERSE REVERSE REVERSE REVERSE
CMYK-80-50-85-10 CMYK-20-80-50-10 CMYK-0-100-75-35 CMYK-0-100-35-65 CMYK-0-70-90-71 CMYK-0-0-0-0
RGB-222-223-224 RGB-183-79-95 RGB-167-8-44 RGB-113-0-43 RGB-87-30-0 RGB-0-0-0
(] BKG-13 ] BKG-14 ] BKG-15 (J BKG-16 ] BKG-17 (] BKG-18
DARK SAGE DARK MAUVE UCD RED BURGUNDY CHOCOLATE BLACK

mmms ADD

YOUR IMAGE

(] A-GHOSTED

STYLES TO TH

E BACKGRO

s

o

(] D-PLASTER

UND COLORS mmm

T L

The Style samples above have no
color applied to them at all. The Style
samples to the right have the colors
applied to them. Each application of
color will slightly change the way that
the texture appears as shown.

SAMPLE

0 G-WAVE

STYLE C WITH BKG-10 APPLIED

I CHOOSE FONT FOR HEADLINES & CAPTIONS mmmm

] Arial

U Arial Black

(] Eras Demi/Eras Bold

(] Times New Roman Bold/ Italic

() Cataneo

] Cooper Black
(1 Book Antigua

] Comic Sans Bold

J Avant Garde

] Impact

(A Brwwt Sercpt Standard
(A Srell Rovndhard Bold

Please mark corresponding boxes and write your choices on the cover & ministry page instructions.
These fonts are for the cover and activity pages ONLY. If you have a specific font that you feel strongly about,

you may submit it to see if it can be used. If you layout your own pages in InDesign, Publisher or Illustrator on a disk, you
may use any font you like provided you package and include the fonts with your completed file.




— DIGITAL SUBMISSION RULES -

ADOBE INDESIGN OR ILLUSTRATOR
A i All backgrounds that aren’t White must have BLEED (1/8 {0.125} of an inch more than the page size).
If you choose one of our backgrounds, we will add it for you. All colors used should be CMYK only, no RGB.
* Images must not be embedded into the document.

*x*** WHEN SUBMITTING THESE FILES, REMEMBER TO PACKAGE AND SEND ALL IMAGES AND FONTS USED.

L

ADOBE PHOTOSHOP
P S Files should be saved as a flattened 300 DPI or better JPEG. Please design your pages with bleed in mind (1/8 {0.125}
of an inch more than the page size). This means that the page size should be 8.625” x 11.25”.
- All colors used should be CMYK only, no RGB.

***** WHEN SUBMITTING THESE FILES, REMEMBER TO PACKAGE AND SEND ALL IMAGES AND FONTS USED.

MICROSOFT PUBLISHER
Choose the color model CMYK before starting your design. To create a bleed in Publisher, enlarge the elements that

you want to bleed so that they extend off the edge of the page by at least 0.125 inches. The Pack and Go Wizard packs a
publication and its linked files into a single compressed file that you can take to a commercial printer and creates a PDF
file that your printing company may prefer to use.

***** REMEMBER TO USE THE PACK AND GO WHEN SUBMITTING THESE FILES.

EI EE EE DO NOT USE - these programs to build pages

DO NOT USE WORD PROCESSOR, PRESENTATION OR SPREADSHEET SOFTWARE TO

DESIGN YOUR PAGES (Microsoft Word, Powerpoint Or Excel) These programs are only acceptable for text that will be
used on your page, but no images.

== =18”
v A25° .
E ) | ALL PAGES WITH A BACKGROUND OR FULL COLOR
8 1/2” X 11 | , TO THE EDGE OF THE PAGE SHOULD HAVE BLEED.
or y 2 This means that on all edges of the page, except for the side with the spine of the book,
51/2 x 8.5 | the background must hang out 1/8”. Your book will be printed on larger paper and then cut
page down. This gives the cutter a little extra room to work with, and avoids unpleasant looking
| white edges on your pages.
| Unless you are submitting your whole layout in Adobe Photoshop.
| DO NOT sct any text in any image editing software.

DO NOT USE

any web formats, such
as BMP, GIF, or PNG

e T ———

DIGITAL PHOTOGRAPHY
* For photo resolution, always use 300 dpi or higher. That is the standard for
printing. If you use a Digital Camera, always shoot on the highest setting.

* Remember that your computer monitor is not always a reliable tool for previewing
images that will eventually print. Screen resolution is 72 dpi and print resolution is 300 dpi.

WE ACCEPT JPG, TIFF, EPS AND PDF FILE FORMATS.
eee 300 DPI DIGITAL PHOTOS ARE PREFERRED ¢--

PLACE ALL PHOTOS, DIGITAL IMAGES, CDs, THUMB DRIVES
IN THE DESIGN MATERIALS ENVELOPE.

Please identify your photos with a photo safe writing tool by page number and photo number.
(e.g. Ministry Page 1 is 1-1, 1-2; Ministry Page 2 is 2-1, 2-2).

*** PAPER COPIES OF SUBMITTED PHOTOS ARE NOT ACCEPTABLE ***
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HOW TO FILL OUT THE
COVER FORMS

HOW TO DESIGN YOUR DIRECTORY COVERS

» Pick your Front and Back Directory Cover Style
+ Choose the Headliner font type and color

* Enter Headliner text and indicate line location

» If you are using a cover picture,
please choose a template.
Write down image number.
Select background color and style

» If applicable, please choose if cover
is to be laminated or a leatherette

Leatherette covers must have line
drawings and ink color of artwork and
the background color filled out.

DESIGNING YOUR
OWN COVER

* When designing your own
cover, please include a print out
of the pages built and where
they go in the directory.

* Fill out the Cover Form
if you want us to putin a
background color and/or
style or for special instructions.

* You can use a program like
InDesign, lllustrator, Publisher
or Photoshop
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HOW TO FILL O
'P UT THE MINIST
AGE FORMS RY

HOW TO
DESIG
1. MINISTRY N MINISTRY & B
PAGE HEADLINER ROCHURE PAGES

ex: “ '

: Following Jesus Together”
elect color and font type

Choose text color

Foll;
L-n‘,,-'fr’ £
bt of s e Jk,.t? L..FF-":H_Q ‘Tb : “_
g ¥ it Fecruing § ; 'dJethier

@ Jown &
r Wi

2. DESIG
N YOUR M
. INIST
Cho . RY P.
ChozSe the Ministry Page Iayol.\(.:‘E
style and font type color,

Ch
oose a photo style: rounded

number to indi
icate
each image where you want

Enter captions and type
zc;lor. Indicate if photo is a
urch or Universal image

gsvsr:GNlNG YOUR
MINISTRY PAGES

Form

Mi ist P
““S ry age Church Acccum#'. IN‘1 q

Ministry Ppagef: ’\ # of Photos in Envelope: D #of Digital mages: ; )

step 1: Page Headliner - Choose the Title, Background Color, Font TYP® and Color of Font

Headliner Title:

W :
mifr1].en designing your own
i r|;ttry pages, please include
out of the pages built

and wh
ere they go in the directory

Headliner BoX Color: Nowé Font Type: w'\' aNeoO
D Other:

Step 2: Page Design nstructions - (Enter {nformation in corresponding ‘boxes)

1. Select Ministry Page Layout Of custom layout (See layout reference guide for templates)

2. Select backgm\md color and style (See ‘oackgmund sample sheet), select font type and color
(See Jayout reference guids)

Text Color: DB\ack ‘White

3. Select photos tobe framed OF unframed, rounded OF square comers, drop shadow
4. Select photos or digital images {o be used on the page. Photos not digital, place in Design Materials Envelope-

°
5. Select Captions 10 80 under the photos
+1f pastors signature 1 needed on page: P erat of paper and place i Design Materials Envelope

Fi
ill out the Mini
I n Ist pastors signature | age, please sign o & 57 ¢ picce of PO
ry a g e + [f using more than just a caption: please submit Jextonacd of {humb drive and place in Desig? Materials Envelope
voutH: § or Custom: n See nside D See Back m Custom

t

1 Backgmund Color: D Cj Style: DS:

uth:
Font Type: Times N@W’RDW\QV\
ﬂ Shadowed

111: Photos: DRmmdcd Corners ﬂ SquaredCome\'s

Form if
you want us t
o puti
background color and/ci)r Ina

22
22
7
g

ucp
'

style or -
for SpeC|a| inStrUCtionS m aption to 0 under €ac oto (Maximt llchamcterS)

You c
da
n use a program like

InDesign, |
, lllustra .
or Photoshop tor, Publisher




HOW TO FILL OUT FORM FOR FAMILY
SECTION SUBMITTED PHOTOS

WHAT TO DO

When submitting a hard copy of a photograph, please write the name
on the submitted photo form and put the line number on back
of the picture. Use a photo-safe writing tool.

If submitting a digital image, put name of family and file # on the form.

For best layout, submit printed photos in vertical form.
See samples on the right.

The Submitted Photo Information Form must be filled out on the front and
back for a Premier Connect Directory.

NO PAPER COPIES OF SUBMITTED
WILL BE ACCEPTED. MUST BE ON PHOTO PAPER.

Cherch Apcoun® OOO 5
‘ “‘“‘-‘i‘ ~c‘-—ti““ -‘““’m“‘ed “II&‘,‘,ﬁi ‘ ar it}

rital fpation 19
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Plate
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ket erder s -
m Gt w/HATOE r;‘“‘“" n,,,..,mwuwm e com of $1000 9 ‘::"::;\' entitted
Alls pe g ~‘—““-\““{1 ;:m: syfbmitting 2 Eb3 "';_'z:pm:. images Wil b€
eapts Wil " 3 o binders. B3 gris, All PO
et o, 1 Do, 5
andd 5d| ‘5:_‘ ‘-_:" Plese 4o 101 sendl ::Tn e commpheted i
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j. Wicihe e o -~ -.._\r_-l“" {glctieg PR ]

Information for Premier Connect

¥
l' sod tix 1he u\‘\;\‘&'\l‘h\'ﬂ“l{ i
et

SUBMITTED PHOTO
FAMILY SECTION INFORMATION

CHURCH #__OH 0001

IMAGE# / PHOTO# FOR DIRECTORY POSE _#3

PLEASE PRINT

ol ihroroghs. T 2
3, o peevest Sarmags .u;‘_l-‘.-n:\.;::g:
4, Preles certical walheg ot 41 B

IMPORTANT NOTE: PLEASE LIST ONLY THOSE INDIVIDUALS THAT ARE IN THE SUBMITTED PHOTO.

—

oy, if ok pipals o b s PSP Head of Household Spouse
A, Al phetngrs o (Last name ) (First name)

. 5 5 1 ipehiet
. R Sitiesd brapes oo _—

1. W g m’::wﬂ aluobe o 2 ~:‘r“|:-a.-||,'hr of s i 3 ST

Fosmake e ool ;
3 The same (05057 3 filics a0 50

(Last name-if different) (First name)
Jones Matthew

Joyce

Children:  Chile: _Steven

Child: Child:
(Listoldest  chilg: _Julie Child: Child:
to youngest) Child: Child:

Child:
Please complete the reverse side if your church is receiving the Profile Directory.

SUBMTTD-PHOTO-2018

SUBMITTED PHOTO INFORMATION

PLEASE PRINT
Phone Number ( 419 ) 000 - 0000
E-Mail Address: Mattjones@gmail.com

Street Address: 30 Bowman St. city: _Mansfield
State OH Zipcode: 44903

Occupation(s): Head of H

hola Manager Sp Teacher
Wedding Anniversary: MM__01 /DD___ 23  /YY__80
Family or Individual Activities:  Bicycling Hiking/Walking Hockey Soccer Tennis
(Circle or Needlework/Sewing Football ~ Golfing  Basketball Baseball/Softball
:’:’j}:‘:‘;‘"r';’:sl gcl)qz(rl:\alorklng Theater FlshmgHummg Swimming Boating Skiing
Traditional - only names and A o Sanaah Tt B Sy W o S Ko
. Child Care  Committees Other:
|mage names needed' Members of your Household Not Pictured :
No contact information necessary.
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HOW TO SUBMIT A COMPLETE ROSTER
SELECT BACKGROUND COLOR & STYLE

(L) No color/style  [_] Background color (] Background style (L) Designer Series

FILE TYPES ACCEPTED & SUBMITTED

» Excel - Place headers at the top of each field/column » Tab-separated (.tsv) or Comma-separated (.csv)
* Plain Text + Google Sheets downloaded as .xls

If in doubt about your file, your church can email a sample file to the office for approval
If you are unable to submit your roster on a CD or Thumb Drive, please call our office for assistance

CHURCH MANAGEMENT SOFTWARE

If you use a church software program, most allow you to create a report file that can then be exported or saved
to another file type. Usually there are several options to export to, such as plain text, .tsv (tabbed delimited),
.csv (comma delimited) or an Excel file. Any of the text options are preferred along with any spreadsheet file.

ROSTER GUIDELINES BEFORE SUBMISSION

YOUR ROSTER NEEDS TO BE UPDATED BEFORE SENDING IT TO US.
(new members added, those no longer attending removed, eftc.).
* Any additional modifications to the Roster will be a charge, see the Cost Summary page

The roster consists of all members in the household living at the same address
* Family’s last name

» Parents name(s)

Children’s names; separated from parents by a semi-colon; separated from each other by a comma
» Street address, city, state and zip code

* Up to three phone numbers - 1 home phone; 2 cell phone numbers

* Up to two email addresses - head of household; spouse

Special characters should be placed after the name. In the rosters it should be placed after the individual name
» Please do not submit a roster with special formatting such as bold, underlined or italicized
» There may be a charge to list second addresses

Do not send in a spreadsheet file with hidden columns, please delete these columns before submitting
s« Example of Roster file in Excel ***

Romre-th - Micrepaf Tscel - X

fdo- 2 K I
. ot Pegeimow . . " . = =
R L i f - . 4 B g
& Cut s i Ay = wmg ® 3 viag e eiretind h: i Mr T | *=] = : - o B g, z J:.I__ .

’ B FUO- s - B BN EE G waei - F - W9
Foanal Pesin -

K t L

i : G i I
. E TREED T h PHONE PHOBER FHOMED ERAR EMAL 2
1 L FRAT CHALDREN STREET o LIME STREED ABDRESS CITY BIWE T

& 310 Wil 3003 Hibr e 1" il JTRANENN1 RI%BAI-4BLY walsiabiath@yra Lo
I BASAAR Fiarh & Buth H . - prsen o e e

AR e & Angedi Bbec. Kyl 112t 0% b s 1N 4141 23 o st pearioane_.
s = Bk ot OO W wheslioh? N a1 310-5E-R0E 2 1 Barg

& BamiY Sk & g 1 1h ¥ " 0

2 Fi waitesrinie Walor 237 Sceuk S0 W, Phebecs i i T

| i 3 S35, MainGt Haberr I ERLE] 3105 ST bl F

A ORF Erkaeri I BiL Weusian 3 i : eamn

7 BENMET Elrateth 7B Srak 500 W, PR ih 25341 219 P

- L T8 FR-B0M 21900220
T Hrager & Delors TS et 350 W, [
B BOWMET Sreven B Deborsh fias
- ey = Ib'.brb' 15 L 1957 50050 ot b R LR O Y
| pui e Yimbroe 1K S TITH-IEEE  DLO-R-IRE NIB-TG-E doraldErsumangtatmal Lo
11 BEAASER

HOW TO SUBMIT A NON-PHOTOGRAPHED ROSTER

When submitting a Non-Photographed Roster (for those not available for photography)

* Must be camera ready (ready to print). If using Word, Publisher or PDF, it must be sent in on a CD or Thumb Drive.

* Any changes to a Non-Photographed roster, at the time of proofing, must be made by the church and
resubmitted with the proof book.
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MINISTRY TOOLS

Please mark corresponding boxes and write your choices on the ministry tool page.

(] Business Cards Church #

D Note Cards Church Name:

(L] Post Cards Address:

(] Brochures Phone:

(] 16 x 20 Mosaic Color of Frame: Background Image #:
Quantity Contact Person:

DESIGN YOUR BUSINESS CARD (If selected) - If you have elected

to have a business card printed for your church, you will need to mark the card layout
appropriately with an image or logo and text. You may replace a logo with a photograph if
you choose. If submitting a predesigned card, please put all artwork on a separate disk.

3.5 x 2 inches
FRONT ONLY

NOTECARD DESIGN YOUR NOTE OR POST CARD

POSTCARD
4.25 X 5.5 (If.selected) - If you have eIec’Fed to have a Note/Post Card 5.5 x 3.5 inches
inches printed for your church, you will need to mark the card layout
FOLDED appropriately with an image or logo and text. You may replace

a logo with a photograph if you choose. If submitting a

l predesigned card, please put all artwork on a separate disk.

DESIGN YOUR

EASY BROCHURE/ Page # Page # Page # Page #
VISITOR FOLDER Not available
(If selected) - If you have elected an with folder

easy brochure/folder for your church,
you will need to mark the brochure
layout form appropriately with page
numbers from your directory.

FRONT BACK INSIDE FRONT INSIDE BACK

DESIGN YOUR TRI-FOLD BROCHURE (if selected) - If you have elected to have a tri-fold brochure

printed for your church, you will need to mark the brochure layout form appropriately with photograph spaces and text.
In the spaces reserved for your photographs, mark the back of the photograph and place a corresponding number

: : : : on the brochure layout form. You may

Write 1 Write 1 Write Write 1 Write 1 Write replace a photograph Space W|th text
Image# ' Image# ' Image# Image# ' Image# ' Image# .

: : ; ; if you choose. Enclose the brochure

: : : : layout with your church directory and

: : : : mail at the same time as you mail the

: : : : directory materials. If submitting a

: : : : pre-designed brochure, please put all
FIRST , BACK , FRONT INSIDE , INSIDE , INSIDE artwork on a separate disk.
FOLD 1 1 FRONT 1 BACK 1 FOLD
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COVER & MINISTRY PAGE TEMPLATES

Captions may or may not be used with any of these designs

TITLE OR
CHURCH
NAME

FULL
PAGE
BLEED

Year 2019

TITLE OR CHURCH NAME

SIDE
BLEED

57"
or
7"x 5"

YEAR/DATE

Directory of Members & Friends

Headline Goes Here

= 5 | == 0
7 8
9 10 11

Headline Goes Here

Headline Goes Here

Cagion- Us,
a

Pastor’s
Message

Headline Goes Here

@ Pastor's Message

Headline Goes Here

Pastor's Message

Fist& Last Name.
Capion

st Laseame Frst & Last ame Frst & Last ame.
Caption Gapion Capton
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COVER & MINISTRY PAGE TEMPLATES

Captions may or may not be used with any of these designs
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COVER & MINISTRY PAGE TEMPLATES

Captions may or may not be used with any of these designs

Headline Goes Here Headline Goes Here
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UCD Designer Series Templates Instructions

These templates are designed for your use. You can use the any template for the
Cover, Ministry Pages and Family Pages, or you can use them in any combination.

AS AN EXAMPLE:
* DS1 Cover with DS 11 Ministry Pages and/or Family Pages

» DS 16 Cover with DS 6 Ministry Pages and/or Family Pages, with any of the available
colors as the background for Ministry and Family Pages.

Keep in mind that horizontal photos work best with horizontal boxes,
as does vertical photos with vertical boxes for the Ministry Pages.

You can also submit your own design and background. We accept InDesign,
Photoshop, Publisher or lllustrator files. Please include all images used in your design
and burn it to a CD or Flash Drive and place it into the Design Materials Envelope.

AN

NN

C -cover « M = Ministry Pages * F = Family Section
USE ANY OF THESE TEMPLATES WITH YOUR OWN PHOTOS & LOGOS

RN NN

= is the Designer Series name and number

e FAMILY & CHURCH IMAGES IN DS-SERIES MINISTRY & FAMILY PAGES ARE FOR EXAMPLE ONLY! -

Rocky Ridge Alliance
Church Family Album

16




Choose your directory design from our Designer Series Templates

7|y St. John Thomas
=] Evangelical
od| e Lutheran Church

D — S
pS-3/M DS-4/F

e FAMILY & CHURCH IMAGES IN DS-SERIES MINISTRY & FAMILY PAGES ARE FOR EXAMPLE ONLY! -

ﬁﬁ St. John the E
Mok Sl AL




Then customize your directory pages

Epiphany Baptist Church Following in the footsteps of our Lord

|\

River of Jordan Community Church

"

" and

P

Ll lll"-" i,
W

4 ’I_. 2 | /=

=
.

Unity Falls Community Church

Parish St




using any background design, style or color.

DS-11/C DS-12/C

Mt. Olive

Catholic Church

westview

Wesleyan Church

Building our lives in the image of Christ through worship and prayer

DS-11/f

ps-11/M

First Church

of the Nazarene

2019 Directory

Meaningful Worship

Passionate Evangelism

Intentional Discipleship

Purposeful Compassion

St. Mary’s Catholic

Chrisf

. 1492 E. Clifford-Sample Dr. » Fortwayne, IN 57085
= 813-562-0742 * www.stmarys.org
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Making your choices easier to create your Directory.

DS-15/C

Creating a faith family that reflects God'’s presence in our lives

The First Congregational Church

Mansfield, OH

DS-16/C
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INSERT ALL ENVELOPES AND
DESIGN PAGES HERE
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