Creating a Tri-fold to Market Your Club
A tri-fold can simply be a standard sheet of letter size paper, which when folded into thirds, provides information for new
and prospective members on your club. Information consists of: a brief description of your club, the benefits of joining
your club, where and when you hold your meetings, how to contact your club (including your web-site address) and
anything else you think a potential member might like to know. You can add photos, your logo and clip art to make your
tri-fold interesting.
Please NOTE – the template accompanying this tip sheet was created with a very old version of word, but you should be
able to convert it to the latest version without much trouble.
1. In order to use the template, you will need some office software such as Microsoft Word, which allows you to create
or edit a document with three columns:

2. Edit the template using standard word features. There’s nothing tricky, except the three columns and inserting a
map if you want to do that. You can easily delete pictures, logos, clip art, etc. and paste in your own versions.
3. Pay attention to the formatting. If you start to spill over into the different columns, just shorten the text you inserted
or insert spaces to get the columns back in alignment.
4. Finally – print your document using the duplex feature of your printer. You will have to experiment with this as each
printer is different.
5. The rest of this tip sheet is just for those who want to insert maps. There may be many ways to do this depending
on your computer and skills. I did the following (low skill and old computer!)
•

•

First a pdf file was created and then the map was cut and pasted from the pdf. The pdf was created using the
Google Chrome browser. If you use another browser you will have to figure out how to create a pdf file. Open
the Google Chrome browser find the location you want on the map. Then click on the printer icon in the upper
left side of the screen – right next to the link icon. See the red circle below.

•
•

Then click on PRINT again on the next screen. After doing that, you should get the following screen – see next
page:

•
•

Click save and then on the next screen, click save again to actually save the pdf file.

•

Open the pdf file, then go to EDIT and select “Snap Shot”.

•
•

•

Drag your curser over the spot you want to clip out and once you release the curser and click OK, your selection
should be ready to paste into your tri-fold.

