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Giving graduates direction.




Thank you for choosing Cap & Compass!

Send this Word file to us. At the bottom, you’ll find easy-to-use templates.

STEP 1:  SHIPPING DETAILS AND EXTRAS

Date needed: _________ 
(Note: If books are for a daytime event, be sure to request delivery for a day prior.)
Shipping address:
(Note: Please use a street address – not a PO box.)
Quantity:


_____  life after school. explained.



_____  the college years
_____  Graduating with God: for college grads


(Note: If you order multiple books, you’ll pay the lower price/book based on your total order size.)

Add-ons:
For our normal customization, you can change the outside and inside cover of your book.

For an extra fee, you can incorporate the following. Contact us for details. 


____  Reply card (minimum order: 100 books; see template at end of this Word file)

Add a tear-out reply card for graduates send back address updates or pledge cards!

____  8-page insert (minimum order: 100 books)
Add eight pages to the front of your book to share additional information with graduates!

____  Custom text (minimum order: 2,000 books)
Create your very own text throughout the book. Make few or many changes!

STEP 2:  OUTSIDE COVER CUSTOMIZATION

With your instructions and files, we’ll design the outside cover for you.
(If you’re familiar with graphic arts programs, you can do this on your own.)
What sample design do you like?
Email us your photos and logos.
Ask for “high-resolution” images (large .jpg or .eps files work best). 
To use a photo for your entire cover, it should be 2500 pixels wide. If huge, upload them.

Any text on your cover? 
(“A gift from…” is popular.)


What color?
Send us your PMS (Pantone) number if you know it. If not, we’ll figure it out. 

STEP 3:  INSIDE COVER CUSTOMIZATION
Use one of our easy templates below – or create your own! Here are some tips:

Images (logos, photos, pictures, etc.)
We’ll need to add all images on our end, so please send your “high-resolution” files to us as *separate files.* Show us in your template where you’d like us to place your images. 

Fonts

Please use one of the following fonts (any font size is ok):

Bradley Hand ITC

Courier 

Monotype Corsiva

Verdana


Century Schoolbook

Goudy Old Style 

Tahoma


Comic Sans


Helvetica

Times New Roman
Layout

Feel free to mix-and-match from different templates. Please stay within the lines/table we’ve provided to you. Everything will get converted to black and white. 


Navigation
You might find that the Tab key doesn’t work. Instead, use Ctrl+Tab for the same purpose.

Sending
Let others review your work. Once completed, send us this Word file. We’ll add your images (if necessary) and send you a final proof. We’ll only use what you’ve customized below.
Questions
Call us at 251.476.1987 or email jesse@capandcompass.com
HAVE FUN!
(See the next three pages for templates.)

	Congratulations
ON YOUR GRADUATION FROM
XYZ COLLEGE!

On behalf of your alma mater, XYZ College, it’s our pleasure to welcome you to the next phase in your lifetime as a member of the XYZ Family. 

Enjoy this book as one step in your post-graduation journey. Remember that you may continue to use the services of the Career Center (www.XYZ.edu/offices/careers). Most importantly, stay in touch with your Alumni Association as you proceed through life.  We’re here to support your social, educational and professional needs, and we’re always just a click away at www.XYZ.edu/alumni.

Best wishes on your journey through life.  We’ll see you along the way. 

John Smith
President, XYZ College

{Optional: Add your logo to the top}


	SPINE AREA

(no text here)
	Did you know...you could help XYZ’s ranking by making a gift of any size to the College every year!  Increased alumni participation results in higher ranking for the College in national guidebooks, thus adding value to your degree.  Alumni annual giving rates also factor into grant and award decisions by foundations.  Your gift to the XYZ Fund helps provide scholarships, campus activities, faculty salaries, and operating expenses.  You can make a gift online at http://gift.XYZ.edu.

Helpful Information:
{Remember to use Ctrl+Tab to tab.}
1-800-



Office of Alumni and Parent Programs

Career Development Center



College Relations Center



555 College Avenue



555-427-5147




555-427-5165



alumni@xyz.edu




cdc@xyz.edu



Office of the Registrar



Office of Annual Giving



College Hall





College Relations Center



555-427-5121




555-427-5152



registrar@xyz.edu




annual.giving@xyz.edu  



	Congratulations, XYZ Graduates!


Stay Connected in a variety of ways:

· www.xyz.edu/alumni.edu

· Attend alumni events such as Alumni & Family Weekend

· Provide advice and mentoring to XYZ Students

· Network with XYZ Alumni

· Receive a free lifetime subscription to XYZ Magazine

· Give back to XYZ College: www.XYZ.edu/giving

· When you move or change jobs visit www.XYZ.edu/alumniupdate.aspx

Essential XYZ contacts:

Alumni Office 


(555) 555-5555  alumni@xyz.edu

Career Services 


(814) 555-7657  career@xyz.edu

Registrar

{Remember to use Ctrl+Tab to tab.}

Institutional Advancement





	
	Important Contact Information:

Alumni Relations

Phone:

E-mail:

Website:

Career Services
Phone:

E-mail:
Website:

Student Services
Phone:

E-mail:
Website:
The horizon leans forward, offering you space to place new steps of change.


-- Maya Angelou

All our dreams can come true...if we have the courage to pursue them.


--Walt Disney
Stay in Touch!  ◦  Stay Connected!  ◦  Stay Involved!



	Congratulations, XYZ Graduates!


You have made it!

You’ve survived a tough, enriching and fun college career and now you are ready to take on the world.


Your life is changing and we would like to assist you with the changes you will be making.  It’s our hope that this ‘little book’ will provide helpful and practical information to assist you with your current life transition.


XYZ College, one of the finest colleges in the nation, was an opportunity for you to learn and enrich your life.  Where ever you go in the world, just know that there are over X,000 XYZ alumni to lend a hand.


Success is what you make it to be….and it’s just around the corner!
Stay connected in a variety of ways:


www.XYZ.edu


Attend alumni events such as Reunions and Homecoming


Provide advice and mentoring to XYZ students


Network with XYZ alumni


Receive a FREE lifetime subscription to the Courier 




Give back to XYZ:  www.XYZ.edu/secured/Online.htm


When you move/change jobs e-mail:  alumni@XYZ.edu


Essential XYZ College contacts:




{Remember to use Ctrl+Tab to tab.}



Alumni Office: 

555-399-8561 or 1-877-555-1212





alumni@xyz.edu



Campus Information:
555-399-8000


Career Services:
 
555-399-8844





www.xyz.edu/studentlife/careerservices


Financial Aid Office: 
555-399-8540







FinancialAid@xyz.edu



Development

555-399-8555

Narrow
photo

(please send
as a

separate file;
1500 pixels tall)

	
	XYZ University

Office of Career Services
BLC – 237, 2nd Floor 

1111 University Road   |   University, FL 55555

(555) 555-5000 ext. 5555   |   careers@xyz.edu

www.xyz.edu/careerservices

Career Services Web site
An internet site providing full-time job opportunities along with links to various career- related sites and information.

MonsterTrak 

A nationwide on-line job search and Career Services website.

Individual Appointments/Mock Interviews
Sessions scheduled with a counselor to discuss career planning activities such as identifying interests and skills, implementing a job search campaign, resume writing and videotaped practice interviews.   

Career Days 
Provide alumni and students the opportunity to distribute resumes and meet with approximately 100 employers to learn about employment opportunities.

Job Vacancies 

A variety of full-time positions posted in our job binders in the office and on our website.


Adding a reply card “add-on” for an extra fee? See these templates below:

{FRONT - template #1 of 2 – remove this red text before submitting}

Stay Connected with XYZ


Simply completing and mailing this card can help you keep current with XYZ and your classmates.

Name___________________________________________

Graduating (or attending) year_______________________

Address_________________________________________

Phone_____________E-mail_________________________

Job Title_________________________________________

Organization/Company______________________________

□ Yes, I would like to receive the XYZ Newsletter.
{FRONT - template #2 of 2 – remove this red text before submitting}

The world needs our students – and our students need you.

Contributions from alumni support everything from scholarships and recruiting the very best faculty, to enhancing our student services and activities.  Please make your gift today.  No donation is too small.

YES!  I want to support the current and future students at XYZ.  I would like to pledge:


___$10   ___$25   ___$50   ___$100   ___Other amount

(We’ll contact you later for your credit card information.)

Name________________________________________________________________

Graduating (or attending) year____________________________________________

Address______________________________________________________________

Phone_____________E-mail______________________________________________

Organization/Company__________________________________________________

	
	
	Add
stamp
here
	

	
	{BACK – If you have a postal permit, please submit PDF of completed reply card (permit instructions) – remove this red text before submitting}


	
	

	
	{ INSERT YOUR RETURN ADDRESS HERE }

Company
Street1
Street2

City, State, Zip
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Finished? Send us this entire Word file to jesse@capandcompass.com. 

We’re here to help. Please contact us if you have any questions!

Phone: (251) 476-1987 or Email
