Riverside High School/The Helm
3218 Rose of Sharon Dr.









Durham, NC 27712








919-560-3965
Congratulations on your son/daughter becoming a senior at Riverside High School in the 2018- 2019 academic year! The 2018/2019 Helm staff is now accepting orders for personal ads. These ads give you the opportunity to express your love, pride, and congratulations upon your child’s graduation.

All ads are full color.  Ads are available in the following sizes for the prices listed:
	Full Page..................$200
1/2 Page...................$150

	1/4 Page...................$85
1/8 Page....................$50 



	
	

	Deadline:



The order form, photos, text and payment for your child’s ad are due on Friday, December 15, 2018. 


Everything to be included in the ad must be at the school on that date. No ad will be accepted unless it is complete with the photos, text, and payment at that time.

	Ad Placement:

All ads are sold on a “first come, first served” basis until the ad pages in the yearbook are full. We cannot guarantee an ad for you even if you meet the deadline because our ad space is limited. Therefore, we encourage you to place your ad order early to ensure a place in the 2018 - 2019 Helm.


	Designs, Guidelines & Ordering:

Below and on the next page are specific guidelines and instructions for submission of the ad as well as samples of the available ad layouts you may use for your student’s ad.  An order form is on page 3.
	

	Guidelines & Instructions


	Please make sure to read the guidelines and instructions section before submitting your ad.

	Photos:
•
Each ad contains a number of photos; supply enough pictures to fill the photo blocks in the ad you choose. If you include extra pictures, our staff will decide which one(s) to exclude without notifying you.

•
Decide which picture you want in which photo block in the design. Remember that vertical picture boxes require “up and down” images and horizontal boxes need “left to right” images.
•
Using a pencil, write softly on the back of the picture the photo block number in which you want the picture to appear. If you do not number the photos, our staff will use its discretion to place the photos attractively.

•
We will enlarge or reduce your photos as necessary. We will also “crop” (focus on key parts of) the picture to its best advantage.

• Do not send the original copy of any photo you value; we cannot guarantee its return. Instead, submit a photo quality copy of any picture you cannot replace. We do not recommend computer generated inkjet photo images on plain paper and cannot be held responsible for the quality of their reproduction if you submit a photo in this manner. Do not send in these photos.
•
We cannot use photos which have been cut, glued or taped to paper, or are in collages. 

•
Please do NOT submit collages. They do not reproduce well and we cannot be responsible for the image quality problems that arise.


	Text:
•
The words you want to include in your ad are called “copy.” Please write (print) your copy legibly on the ad order form, or you may type or print it on a separate sheet and attach it to the form.

•
We will choose a font (typeface) for your copy when we compose your ad. We will also correct grammar, punctuation, and spelling errors. Therefore, if a word needs to be spelled a certain way, make sure we know it.

•
Take into account the size of your ad when writing your message to your child. A large quantity of text in any ad will end up being set in very small type which may not be easy to read.

*Do not attempt to email your photos to the adviser.  Any photo that is not 300 dpi or high enough resolution will not print at your desired quality.  Photos that are resized to email cannot be enlarged for print.  Please send your digital pictures to the staff on a cd.  

**Do not send your pictures in a Word, Publisher, or PowerPoint file. These cannot be used and will be returned.


Sample Ad Layout Designs:
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Changes may be made to these designs with prior approval of the yearbook advisor and/or editor.

The Riverside High School Yearbook Staff reserves the right to change or rearrange any ad which is not appropriate for the yearbook without notifying you.

This includes but is not limited to the exclusion of photos and text.

We thank you for your patronage! The Riverside High School Yearbook Staff depends on your support in this endeavor to produce a successful yearbook. 

Yearbook Ad Order Form

Student Name:







 Purchaser Name: 





Purchaser Contact Information:
Address: 







 City: 



 State: 
 Zip: 



Telephone # (indicate as home, work, or cell): 




 email: 







Please circle the more convenient communication method: phone or email
What is the best time and place to reach you if we have questions about your ad? 










Is this ad to be kept a secret from the student being honored?

 Yes

 No

Payment Information:

o Cash included
o Check included
o Money Order included

 $


 (amount enclosed)

 make check or money order payable to Riverside High School
Ad Information:
	SIZE: 

Select the size ad you wish to purchase and circle your selection here:

One Eighth Page                Quarter Page                          
Half Page                             Full Page
	DESIGN: 

Using the sample layouts on page 2, choose the design number within that size that you would like used for your child’s senior ad in the yearbook.

E1     E2    E3          Q1     Q2     Q3          H1     H2     H3         F1       F2       F3


	CONTENT:

Photo Instructions, requests, comments, etc.

	CONTENT:

Words/text to be included in ad: (may also type and attach to this form)



The Riverside High School Yearbook Staff reserves the right to change or rearrange any ad which is not appropriate for the yearbook without notifying you.

This includes but is not limited to the exclusion of photos and text.

Please complete and return this advertising contract (or a copy of it) with the photos and text for your ad.
Staff Use Only:
Date form received: 


 Date payment received: 


 Date content received: 



Page assigned: 



 Page completed: 



 Page proofed: 




Other: 















































