Instruction Sheet

Campaign Poster Templates – Microsoft Word Version

(Printed size: 8 ½” wide x 14”high)
                                                             Example of finished poster
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There are two versions: Single (set up for one person) and Group (multiple people).

1. Open document in MS Word

2. Select the text that begins “I LIVE UNITED by…” and insert a quote where it says <insert your quote here>

3. Select the text that begins “–Name, Title” and type in the first and last name(s) of the person(s) depicted, followed by a comma and their title. For a group, you may wish to substitute the department the subjects belong to or a descriptor other than individual titles. The last line can be used for specific identifiers such as division, location or depending on use, your organization’s name.

4. Import image into the area that says <insert photo here> noting these guidelines for LIVE UNITED portraits:

· The person in the photo must wear a LIVE UNITED t-shirt. 
Pants or skirts should be simple and a dark color.
(T-shirts can be purchased from http://www.liveunited.org/shirt)

· Their stance should be one of pride and dignity: solid posture, square shoulders, direct and unwavering gaze into camera.

· Subjects should be shot against a white background. 

· Accessories (hats, jewelry, etc.) are encouraged to show individuality. Props are not encouraged as they distract from, and dilute the impact of the person and their stance.

· Subjects should be photographed head to mid-thigh, never full height (head-to-toe).

Insert your logo on the left hand side. Brand guidelines require that United Way’s logo is always on the right side, so it should not be moved within this template.

Good luck with your customized posters and workplace campaign!
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