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Standard Folders include printing on the entire 
folder except the area above the pockets.

Standard Folder Features
• 100 minimum order.
• Front Cover – Choose a full-color stock cover design or a

one- or two-color custom cover design (p. 4–6).
• Back Cover – Choose a stock cover design (p. 7) or provide

custom material.

• Pocket Printing – Choose a stock design (p. 8) or provide
custom material.

• For guidelines on submitting custom material, see p. 9.

Pockets
Stock or Custom Material

• 9 1/2" x 115/8" size
• 8 1/2" x 11" capacity
• 4 1/2" deep pockets
• 3-hole drilled – optional

for no extra charge
• Sturdy, double-reinforced

sides and pockets

Front & Back Covers
Stock or Custom Material

QUANTITY 100 200 300 400 500 600 700 800 900 1000 1100 1200 1300 1400 1500 2000 3000 4000 5000

Full-Color Stock Design (p. 4-5) 1.94 1.22 1.00 .91 .83 .81 .80 .79 .78 .77 .76 .75 .74 .73 .71 .67 .66 .64 .63

One-Color Design (p. 6) 2.04 1.28 1.02 .92 .84 .79 .76 .74 .73 .72 .71 .70 .69 .68 .66 .65 .62 .60 .59

*Prices shown indicate price per folder with identical printing.

Two-Color Design (p. 6) 3.11 1.83 1.41 1.21 1.08 1.00 .96 .93 .88 .86 .84 .82 .80 .79 .77 .74 .70 .67 .65

Standard Folder Prices*
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Prices Include:
• 21 full-color stock cover designs available (imprinted

with mascot and wording of your choice) – p. 4–5
• One- or two-color cover designs available – p. 6
• Back cover printing – p. 7
• Pocket printing – p. 8

Plus all these FREE extras:
• FREE protective UV coating on front and back covers
• FREE shipping within the continental USA
• FREE typesetting for text (English only)
• FREE 15 pt. heavy cover stock
• FREE folder proof for approval
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Order online at www.schoolmate.com
or see p. 11 for the order form.



• 9 1/2" x 115/8" size
• 8 1/2" x 11" capacity
• 4 1/2" deep pockets
• 3-hole drilled – optional

for no extra charge
• Sturdy, double-reinforced

sides and pockets

Call 800-516-8339 3

QUANTITY 100 200 300 400 500 600 700 800 900 1000 1100 1200 1300 1400 1500 2000 3000 4000 5000

Full-Color Stock Design (p. 4-5) 3.82 2.18 1.66 1.42 1.25 1.17 1.13 1.09 1.06 1.03 1.00 .97 .95 .93 .89 .81 .77 .74 .72

One-Color Design (p. 6) 3.92 2.24 1.68 1.43 1.26 1.15 1.09 1.04 1.01 .98 .95 .92 .90 .88 .84 .79 .73 .70 .68

*Prices shown indicate price per folder with identical printing.

Two-Color Design (p. 6) 4.99 2.79 2.07 1.72 1.50 1.36 1.29 1.23 1.16 1.12 1.08 1.04 1.01 .99 .95 .88 .81 .77 .74

Handbook Folder Prices*

Handbook Folders include printing on the entire folder.

Prices Include:
• ALL the features and extras of a Standard Folder, plus

Handbook Printing – the area directly above the pockets

Make the Right Choice...
Which folder style should you order? To help you decide,
first assess your needs. Will your students need custom
material, such as a student handbook, rules of conduct,
course descriptions, or a school calendar? If so, the
Handbook Folder is the perfect choice for you. You can
print on the entire folder.

Pockets
Stock or Custom Material

Front & Back Covers
Stock or Custom Material

Handbook
Custom Material

Handbook Folder Features
EXACTLY THE SAME AS THE STANDARD FOLDER, PLUS:
Handbook Printing – area directly above pockets can be printed with custom material (e.g., student
handbook, rules of conduct, course descriptions, school calendar, etc.). See p. 9 for details.
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Order online at www.schoolmate.com
or see p. 11 for the order form.



All full-color stock designs are preprinted and cannot be changed except to add your mascot and wording.

• Imprint your wording and school mascot in
black ink. Provide a clear copy of your school
mascot or select from our mascot library at
www.schoolmate.com.

• All folders include FREE protective UV coating
to enhance colors and make folders resistant
to spills.

F44F43F42

F41F37F29F23

F22F21F10F06

Wilson
Elementary 

Eagles

Jefferson Middle School

Jackson Elementary

Go Eagles!

Westside Elementary

Go Cubs!

Kennedy
Elementary 

Jefferson
Elementary 

Lincoln
Middle School

Madison
Elementary 

Lincoln
Elementary 

Jefferson
Middle
School

Park
Jr. High Roosevelt

Elementary

• Choose linen-finish plastic lamination for only
20¢/folder. This super-strong plastic provides
longer-lasting durability that resists stains,
spills, fingerprints, and scratches and makes
folders less likely to tear.

• To allow for writing, pockets will NOT be
plastic laminated.

F48

<

Go Eagles!



FR4
Religious Design

ST1 – Showing Front & Back Cover ST1 – Showing Inside

F55F54F53

F52F51F50F49
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Northeast
Middle
School

Jefferson
Elementary 

Harrison
Elementary

Polk
Elementary

Franklin
Middle
School

Kennedy
Junior High

Calvary
Christian

Zion
Lutheran
School

FR3
Religious Design

Text says: “… take up
your cross and follow
me.” Matt. 16:24

Jefferson
Middle
School

QUANTITY 25 50 75 100 200 300 500 1000
ST1 1.30 .90 .80 .73 .67 .64 .60 .55

Substitute Teacher Folder – ST1
Our NEW Substitute Teacher Folder will help make the job easier and give classroom teachers
all the info they need right at their fingertips. This convenient writable folder includes space for:

• classroom schedules and school day info
• school and emergency    procedures 
• support staff and key personnel  
• areas for notes and classroom duties
• locations of classroom supplies
• checklist for folder contents

Note:
• To allow for writing, the folder will not be 

UV coated or plastic laminated.
• Folders cannot be customized.
• If Substitute Teacher Folders are ordered 

separately, they will ship in 5 – 10 business
days. Otherwise, folders will ship together
with your Standard or Handbook Folder order.

• Minimum order is 25. Shipping is FREE.



CF15 CF16

CF17 CF18

CF19

TF15 TF16

TF17 TF18

TF19

One-Color Designs Two-Color Designs

Create a custom cover one of two ways:
1. Use a School Mate® design printed in your school color(s)

with your mascot and wording. See inks below.
2. Submit your own custom design. For Custom Guidelines,

see p. 9.
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Jackson
Elementary
Go Mustangs!

Jackson
Elementary
Go Mustangs!

Jefferson
Middle
School

Jefferson
Middle
School

Lincoln
High School

Lincoln
High School

Linden
Elementary

Linden
Elementary

Southeast
Middle School

Southeast
Middle School

All covers include FREE protective UV coating, or use
super-durable plastic lamination for only 20¢/folder.

116
Light
Gold

1235
Old
Gold

021
Orange

347
Green

554
Hunter

469
Brown

186
Red

202
Wine

421
Smoke

BK
Black

527
Purple

281
Navy

286
Royal

PBL
Process

Standard Inks
• Use any standard ink(s) on your custom cover.
• Printed on white cover stock.

Due to the printing process, colors shown may vary from actual printed colors.
Printed cover colors can also vary from year to year.

321
Turquoise
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Shapes

Noun: A word that names a person, place, thing, or idea.
Examples: fireman, city, desk, freedom

Pronoun: A word that takes the place of a noun.
Examples: he, she, it, I, you, me

Verb: A word that expresses action or a state of being.
Examples: The girl writes letters. Sheena is nice.

Adjective: A word that describes a noun or a pronoun.
Example: Samson is a large dog.

Adverb: A word that describes a verb.
Example: Tyler runs quickly.

Preposition: A word that relates a noun or a pronoun to 
another word in a sentence.
Example: Kimberly learned to play the piano from Mrs. Smith.

Conjunction: A word that connects words or groups of words 
in a sentence.
Examples: My friend Tony and his parents come from Italy. 
The chair is small but comfortable.

Interjection: A word or group of words that expresses feeling 
or emotion.
Example: Ouch! That pan is hot.

Days of Week

Abbreviations

RectangleSquare Circle

Triangle Ellipse Octagon

Hexagon Rhombus Pentagon

Months of the Year

1 minute (min) = 60 seconds (s)
1 hour (hr) = 60 minutes
1 day (d) = 24 hours
1 week (wk) = 7 days
1 year (yr) = 12 months (mo)
1 year = 52 weeks
1 year = 365 days*
1 decade = 10 years
1 century (c) = 100 years

*except leap years which have 366 days

Money

1 pound = 16 ounces
1 ton = 2000 pounds

1 cup = 8 fluid ounces
1 pint = 2 cups
1 quart = 2 pints
1 gallon = 4 quarts

1 foot = 12 inches
1 yard = 3 feet
1 yard = 36 inches

Weights and Measurements

Sun. : Sunday
Mon. : Monday
Tues. : Tuesday
Wed. : Wednesday
Thur. : Thursday
Fri. : Friday
Sat. : Saturday

Jan. : January
Feb. : February
Mar. : March
Apr. : April
May : May
June : June

July : July
Aug. : August
Sept. : September
Oct. : October
Nov. : November
Dec. : December

Penny
= 1 cent
= 1¢
= $0.01

Nickel
= 5 cents
= 5¢
= $0.05

Dime
= 10 cents
= 10¢
= $0.10

Quarter
= 25 cents
= 25¢
= $0.25

Dollar
= 100 cents
= 1 dollar
= $1.00

Parts of Speech

Time Roman
Numerals
I = 1

V = 5

X = 10

L = 50

C = 100

D = 500

M = 1000

Multiplication Chart

x 1 2 3 4 5 6 7 8 9 10 11 12 13 14

1 1 2 3 4 5 6 7 8 9 10 11 12 13 14

2 2 4 6 8 10 12 14 16 18 20 22 24 26 28

3 3 6 9 12 15 18 21 24 27 30 33 36 39 42

4 4 8 12 16 20 24 28 32 36 40 44 48 52 56

5 5 10 15 20 25 30 35 40 45 50 55 60 65 70

6 6 12 18 24 30 36 42 48 54 60 66 72 78 84

7 7 14 21 28 35 42 49 56 63 70 77 84 91 98

8 8 16 24 32 40 48 56 64 72 80 88 96 104 112

9 9 18 27 36 45 54 63 72 81 90 99 108 117 126

10 10 20 30 40 50 60 70 80 90 100 110 120 130 140

11 11 22 33 44 55 66 77 88 99 110 121 132 143 154

12 12 24 36 48 60 72 84 96 108 120 132 144 156 168

Prefixes Suffixes
-able : able to, 

capable of
-ful : full of
-fy : to form into or 

become
-less : lack of, without
-ly : in a certain manner
-ment : result of, thing 

produced by
-ness : manner or state 

of being
-or : person or thing

that performs

anti- : against, 
opposite of

bi- : two
ex- : former, before
in- : not, without
mis- : wrong
non- : not
pre- : before or at an 

earlier time
re- : again
tri- : three
un- : not, opposite

Name Term Party
1. George Washington 1789-1797 Federalist
2. John Adams 1797-1801 Federalist
3. Thomas Jefferson 1801-1809 Democratic-Republican
4. James Madison 1809-1817 Democratic-Republican
5. James Monroe 1817-1825 Democratic-Republican
6. John Q. Adams 1825-1829 Democratic-Republican
7. Andrew Jackson 1829-1837 Democrat
8. Martin Van Buren 1837-1841 Democrat
9. William H. Harrison 1841 Whig

10. John Tyler 1841-1845 Whig
11. James K. Polk 1845-1849 Democrat
12. Zachary Taylor 1849-1850 Whig
13. Millard Fillmore 1850-1853 Whig
14. Franklin Pierce 1853-1857 Democrat
15. James Buchanan 1857-1861 Democrat
16. Abraham Lincoln 1861-1865 Republican
17. Andrew Johnson 1865-1869 Union
18. Ulysses S. Grant 1869-1877 Republican
19. Rutherford B. Hayes 1877-1881 Republican
20. James A. Garfield 1881 Republican
21. Chester A. Arthur 1881-1885 Republican
22. S. Grover Cleveland 1885-1889 Democrat
23. Benjamin Harrison 1889-1893 Republican
24. S. Grover Cleveland 1893-1897 Democrat
25. William McKinley 1897-1901 Republican
26. Theodore Roosevelt 1901-1909 Republican
27. William H. Taft 1909-1913 Republican
28. T. Woodrow Wilson 1913-1921 Democrat
29. Warren G. Harding 1921-1923 Republican
30. J. Calvin Coolidge 1923-1929 Republican
31. Herbert C. Hoover 1929-1933 Republican
32. Franklin D. Roosevelt 1933-1945 Democrat
33. Harry S. Truman 1945-1953 Democrat
34. Dwight D. Eisenhower 1953-1961 Republican
35. John F. Kennedy 1961-1963 Democrat
36. Lyndon B. Johnson 1963-1969 Democrat
37. Richard M. Nixon 1969-1974 Republican
38. Gerald R. Ford 1974-1977 Republican
39. James E. Carter 1977-1981 Democrat
40. Ronald W. Reagan 1981-1989 Republican
41. George H. Bush 1989-1993 Republican
42. William J. Clinton 1993-2001 Democrat
43. George W. Bush 2001-2008 Republican
44. Barack H. Obama 2008-Present Democrat

Symbolism of the American Flag

The flag consists of 13 stripes, seven red and six white.
The stripes represent the original 13 colonies. The stars
represent the 50 states of the Union. There is no record of
why red, white, and blue were chosen. However, the col-
ors may have been chosen for their symbolism: red is for
hardiness and courage, white is for purity and innocence,
and blue is for vigilance, perseverance, and justice.

The Pledge of Allegiance   

I pledge allegiance to the Flag of the United
States of America, and to the Republic for
which it stands, one Nation under God, indi-
visible, with liberty and justice for all.

“The Star-Spangled Banner”

The Star-Spangled Banner was written by
Francis Scott Key in 1814. In 1931, the U.S.
Congress adopted it as our National Anthem.

O say can you see, by the dawn’s early light,
What so proudly we hailed at the twilight’s

last gleaming?
Whose broad stripes and bright stars,

through the perilous fight,
O’er the ramparts we watched, were so 

gallantly streaming?
And the rockets’ red glare, the bombs 

bursting in air,
Gave proof through the night that our flag 

was still there.
O say, does that star-spangled banner yet 

wave
O’er the land of the free and the home of  

the brave?

Preamble to the United States
Constitution

We the people of the United States, in order
to form a more perfect union, establish jus-
tice, insure domestic tranquility, provide for
the common defense, promote the general
welfare, and secure the blessings of liberty to
ourselves and our posterity, do ordain and
establish this Constitution for the United
States of America.

Presidents of the U.S.

Printed and Cursive
Alphabet

1 2  3  4  5  6  7  8  9  10

Back Cover Printing
• Includes FREE protective UV coating, or use super-durable

plastic lamination for only 20¢/folder.
• Printed in black ink if using a full-color cover stock design.
• Printed in one ink (same as chosen for a custom cover;

darkest ink if using two inks).

3-Year Calendar
2012–2014

• Use a stock design or submit custom material (e.g., school
map or activities calendar). For Custom Guidelines, see p. 9.

• Design charges may apply for complex material (e.g., maps,
calendars, charts) that needs to be recreated.

B1 B8B7B4

B13 B14
Printed & Cursive Alphabet
Shows entire alphabet and numbers
(1–10) in printed and cursive forms.

USA Map
Shows all 50 states and capitals.

Patriotic Design
Lists presidents, the Pledge of
Allegiance, “The Star-Spangled
Banner,” and the Preamble to
the United States Constitution.

Reference Design
Suggested for elementary only.
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Dream, Plan, AchieveTM

“Say No – Tobacco, Alcohol, Drugs”

Submitting Mascots & Artwork
Tip 1: Submit a clear, sharp copy of your school mascot. Do NOT fax it.
Tip 2: Artwork MUST be black line drawings on white paper. Artwork with

gray shading, pencil, marker, or crayon drawings does not print well.
Tip 3: Submit artwork as close to desired size as possible. Reducing may

result in loss of quality and enlarging may magnify imperfections.
Tip 4: Do not submit artwork from photocopies or newspaper copy, as this

material does not print well.
Tip 5: Send artwork flat, protected with heavy cardboard.

For your convenience, visit our online mascot library at
www.schoolmate.com

If this material is submitted, School Mate®

is not responsible for poor print quality.

NO
Shades
Screens 

Gradients
Color

YES
Line Art



The Alphabet in Cursive

The Pledge of Allegiance   

I pledge allegiance to the Flag of
the United States of America, and
to the Republic for which it stands,
one Nation under God, indivisible,
with liberty and justice for all.

O say can you see,
by the dawn’s early light,

What so proudly we hailed 
at the twilight’s last gleaming?

Whose broad stripes and bright 
stars, through the perilous fight,

O’er the ramparts we watched,
were so gallantly streaming?

“The Star-Spangled Banner”

The Star-Spangled Banner was written by Francis Scott Key in 1814.
In 1931, the U.S. Congress adopted it as our National Anthem.

And the rockets’ red glare, 
the bombs bursting in air, 

Gave proof through the night 
that our flag was still there.

O say, does that star-spangled
banner yet wave

O’er the land of the free 
and the home of the brave?

Multiplication Table

1 2 3 4 5 6 7 8 9 10 11 12
1 1 2 3 4 5 6 7 8 9 10 11 12

2 2 4 6 8 10 12 14 16 18 20 22 24

3 3 6 9 12 15 18 21 24 27 30 33 36

4 4 8 12 16 20 24 28 32 36 40 44 48

5 5 10 15 20 25 30 35 40 45 50 55 60

6 6 12 18 24 30 36 42 48 54 60 66 72

7 7 14 21 28 35 42 49 56 63 70 77 84

8 8 16 24 32 40 48 56 64 72 80 88 96
9 9 18 27 36 45 54 63 72 81 90 99 108

10 10 20 30 40 50 60 70 80 90 100 110 120

11 11 22 33 44 55 66 77 88 99 110 121 132

12 12 24 36 48 60 72 84 96 108 120 132 144

The Alphabet and Numbers 1 through 12

This folder belongs to:

Name _____________________________________________________

Grade ____________________ Home Room No. ____________________

Address ____________________________________________________

___________________________________________________________

Phone No. ( _______ ) ________ – ____________
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Pocket Printing
• Included in all folder base prices.
• Printed in black ink if using a full-color stock cover design.
• Printed in one ink (same as chosen for a custom cover;

darkest ink if using two inks).
• Use stock designs or submit custom material (p. 9).

P3

P1

P2

P3

P4

P5

P8

P9

3-Hole Drill
• Folders may be 3-hole drilled for no extra charge.
• Indicate this option on the order form. If no selection

is made, folders will not be drilled.

<

<

<



STUDENT PERFORMANCE/EVALUATION

Report Cards will be sent home at the end of each six (6) weeks. This is a
means of informing parents/guardians of the student’s progress, or lack of
progress, in each subject.

GRADING SCALE:
A= 94-100 ..................Excellent I = Incomplete
B= 87-93 ....................Good E = Excellent
C= 77-86 ....................Fair S = Satisfactory
D= 70-76 ....................Passing N = Needs to improve
F= 69 & Below ............Failure U = Unsatisfactory

X = No Evaluation

Report card dates are: October 5, November 13, January 15, March 6, April
23, and May 28.

DOWN SLIPS
Down slips are a means of communicating to parents/guardians that their child
is not progressing satisfactorily, either academically or behaviorally. We will
inform parents/guardians during the 3rd week of every 6 weeks if a student is
in danger of failure or is not working at his/her full potential.

WHAT YOU CAN DO TO HELP YOUR CHILD LEARN

A. Start each day right; a calm beginning at home makes the school
day much better.

B. Encourage your child to have a good breakfast and lunch. Make
certain that your child sleeps at least eight hours each night.

C. Praise your child each day for something he/she has done. Have a
special place to put school work or whatever is brought home.

D. Laugh and talk with your child about school experiences and listen
attentively to what is said about your child’s school day experiences.

E. Stress attendance. If the child is ill, home is the best place; other-
wise, your child needs to take advantage of every school day.

F. Keep the lines of communication open between yourself and your
child’s teacher. Inform the teacher of any family situation which could
influence your child’s behavior. Also, if he/she is reluctant to go to
school, let the teacher know so that together you can find the reason.

G. Take your child to the library and encourage reading for pleasure.
H. Stress organization of school notebooks, materials, etc.
I. Provide pencils, glue, scissors, paper, etc., for your child to use.
J. Work at home with skills taught at school.

This folder belongs to:

Name _____________________________________________________

Grade ____________________ Home Room No. ____________________

Address ____________________________________________________

___________________________________________________________

Phone No. ( _______ ) ________ – ____________

The Alphabet and Numbers 1 through 12
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Handbook Printing (area above pockets)

• Available for HANDBOOK FOLDERS ONLY.
• Included in handbook folder base prices.
• Printed in black ink if using a full-color stock cover design.
• Printed in one ink (same as chosen for a custom cover;

darkest ink if using two inks).
• For guidelines and a template, see below.

Pocket Printing

Handbook Printing

Custom Guidelines
Press-Ready Material Submitted By You
Text and artwork must fit within the yellow areas indicated on the
templates below. This material should be set in type with no alter-
ations. Your pages are ready to print as is. Therefore, submit clear,
sharp artwork and text. To ensure accurate sizes and margins, use
our Microsoft® Word Templates from the Download Center of our
web site. Digital files MUST be sent via our web site. Do NOT fax
artwork or press-ready material.

8.5" 
11"

8.5"
10.5"

.5"

8.5" 

11
"

7.75"

6"

2.5"

Front & Back Covers Folder Handbook
(area above pockets)

.38" .38"

2.5"

8.5" 

11"

7"

3.5"

3.75"

Folder Pockets

.75" .75"

3.75"

Guidelines for Material We Typeset
We will typeset text in 9-point Helvetica type and resize to fit if too long.
• For back cover: Submit approximately 1 page of single-spaced, 9 pt.

typed text (900 words maximum).
• For handbook (area above pockets): For each side, submit approximately

1/2 page of single-spaced, 9 pt. typed text (450 words maximum).
• For pockets: For each side, submit approximately 1/3 page of single-

spaced, 9 pt. typed text (300 words maximum).

< <

<<

• If sending a digital file: Submit ALL file types using our
Electronic File Submission Tool, as this process will embed
fonts and upload your file to School Mate®. Fonts MUST be
embedded. We prefer all files sent via our web site,
www.schoolmate.com. Click on the “Submit Material”
button for instructions.

• If mailing a hard copy: Mail laser printed pages on white
paper, printed on only one side. DO NOT FAX pages.



Terms & Conditions: These terms supercede any terms and conditions of a purchase order. We
do not accept purchase orders without a completed order form. Payment: Payment is due Sept.
1, 2012. Payment for orders shipped after Sept. 1, 2012 is due upon receipt. We reserve the right
to require prepayment. Accounts 30 days past due will be charged 1.5% interest per month (18%
annum) or maximum allowed by law. All prices are based on US currency. All orders are subject
to a 5% overrun or underrun. Customer will be invoiced for the number of folders received, not
the number ordered. If order is canceled, customer will be liable for any actual costs in prepara-
tion or production of the order. Shipping: If folders are returned to School Mate® because no one
was available to receive the shipment, or if freight is rerouted, the customer is liable for any addi-
tional freight charges. We are not responsible for delays in shipping or receipt of order due to
strikes, shortages, or any other reasonable causes beyond School Mate’s® control. We reserve

the right to deny customer-specified carriers or accounts. Errors & Defects: Errors from inade-
quate proofing or inadequately submitted material are not the fault of School Mate®. Defects in
folders not due to shipping damage must be reported to School Mate® within 90 days of ship
date. School Mate® reserves the right to repair, replace, or credit defective folders. Copyright: The
customer warrants that releases have been obtained to reproduce any and all copyrighted or
trademarked material submitted for reproduction. The  customer shall defend, indemnify, and
hold School Mate®, its subsidiaries, and its authorized representatives harmless against all
claims, suits, costs, damages, judgments, attorney fees, license fees, settlements, or expenses
incurred, claimed, obtained, or sustained by third parties, whether for intellectual property
infringement (including copyright and trademark infringement), dilution, misappropriation, or
otherwise, because of the manufacture, use, marketing, or sale of folders.

2012 Production Schedule

For orders received before Feb. 27 or after Sept. 24, allow 30 or
15 business days for Normal or Rush production, respectively.

*Normal ship dates are estimates only. All ship dates are when orders ship from the School Mate® plant in Kearney, NE. Allow 2–8 business days for delivery time.
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Ordering & Payment
• To begin production, we must have a completed and signed order

form and ALL material, including mascot and any custom material. 
If material is received after the order is received, the ship date will
be adjusted.

• If your school or district requires a purchase order, it is your   
responsibility to provide it, not School Mate’s®.

• Except for orders from schools with APO and FPO addresses,
orders outside the USA are not accepted.

• Payment from schools/districts is not due until Sept. 1, 2012.
Payment for orders shipped after Sept. 1, 2012 is due upon receipt.
We reserve the right to require prepayment. Early invoicing is
available. All material must be received to invoice early.

Free Proof
• On the order form, provide a proof contact name, e-mail address,

and fax number. If we cannot contact someone to proof your
material, production and shipping will be delayed.

• We e-mail a FREE proof of any material requiring typesetting or
design. This includes front and back covers, pockets, or hand-
book (area above pockets). Subsequent proofs cost extra.

• Customers who order stock items or submit press-ready
material will not receive a proof.

• Proofs are sent 2–3 weeks after we receive your order. You must
respond to the proof within 3 business days to avoid production
and shipping delays.

• Overlooked errors will be considered customer errors.

Production Time
• Normal Production is 30 business days (6 weeks) from the day

after the order is received. See schedule below. Normal ship
dates are estimates as seasonal demands, shortages, or any
other reasonable causes can affect ship dates.*

• RUSH Production is 15 business days (3 weeks) from the day
after the order is received. See schedule below. Rush orders
incur a 20% up-charge ($75 minimum). All material (front and
back covers, handbook area, pockets) must be stock items
or press-ready, if custom.

• If Substitute Teacher Folders are ordered separately, they will ship
in 5 – 10 business days. Otherwise, these folders will ship 
together with your Standard or Handbook Folder order.

• We are not in production on weekends or holidays. Production
does NOT include shipping time – see Shipping.

• Changes or corrections to originally submitted material will
cause a delay in production and may incur additional charges.

Free Shipping
• Shipping is FREE for orders shipped within the continental USA.

Orders to APO, FPO, AK, and HI cost extra — call for charges.
Faster delivery service is available for an extra charge.

• All orders within the 50 states are shipped by UPS ground or truck
from Kearney, NE. APO and FPO orders are shipped Parcel Post.
To prevent delays, we reserve the right to not use customer’s
shipping account or third-party shipping services.

• UPS will deliver to the door only. Truck drivers are not required to
give assistance unloading. You may be responsible for unloading.

• Allow 2–8 business days for delivery on orders within the 50 
states. For APO and FPO orders, allow 6–12 weeks (USPS does
not guarantee a service commitment for APO and FPO addresses).

• Delayed shipping and invoicing are available.

Feb. 27
Mar. 5
Mar. 12
Mar. 19
Mar. 26
Apr. 2
Apr. 9
Apr. 16
Apr. 23
Apr. 30
May 7

Apr. 9
Apr. 16
Apr. 23
Apr. 30
May 7
May 14
May 21
May 29
June 5
June 12
June 19

Mar. 19
Mar. 26
Apr. 2
Apr. 9
Apr. 16
Apr. 23
Apr. 30
May 7
May 14
May 21
May 29

May 14
May 21
May 29
June 4
June 11
June 18
June 25
July 2
July 9
July 16
July 23

June 26
July 3
July 11
July 17
July 24 
July 31 
Aug. 7
Aug. 14
Aug. 20
Aug. 27
Sept. 4

June 5
June 12
June 19
June 25
July 2
July 10
July 17
July 24
July 30
Aug. 6
Aug. 13

July 30
Aug. 6
Aug. 13
Aug. 20
Aug. 27
Sept. 4
Sept. 10
Sept. 17
Sept. 24

Sept. 11
Sept. 18
Sept. 25
Oct. 2
Oct. 9
Oct. 16
Oct. 22
Oct. 29
Nov. 5

Aug. 20
Aug. 27
Sept. 4
Sept. 11
Sept. 18
Sept. 25
Oct. 1
Oct. 8
Oct. 15

Order
Received

Normal
Ship

Rush
Ship

Order
Received

Normal
Ship

Rush
Ship

Order
Received

Normal
Ship

Rush
Ship
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Back Cover Printing: Check only one. Material not press-ready may incur a charge (see p. 7 and 9).
❑ Stock Design #B_______     ❑ Press-ready (don’t fax)     ❑ Needs to be typeset (enclosed)     ❑ Repeat last year’s     ❑ Blank

3-Hole Drill: No Extra Charge ❑ Yes     ❑ No        If no selection is made, folders will NOT be drilled.

Cover Wording
Wording for Title_____________________________________________________________________________________________________

Additional Wording ___________________________________________________________________________________________________

Pocket Printing: If press-ready or needs to be typeset, please enclose material and indicate left and right placement (see p. 8-9).
Left Pocket :     ❑ Stock Design #P_______ ❑ Press-ready (don’t fax)   ❑ Needs to be typeset ❑ Repeat last year’s      ❑ Blank
Right Pocket: ❑ Stock Design #P_______ ❑ Press-ready (don’t fax)   ❑ Needs to be typeset ❑ Repeat last year’s      ❑ Blank

❑ Two-Color Custom Design (see p. 6) 
Specify two inks from p. 6: __________ , _________

❑ Stock Two-Color Design #TF_________ 
Enclose mascot (opt.) or mascot #________ 
and complete Cover Wording. 

❑ Our own Two-Color Design. Submit 
material and complete Cover Wording. 

❑ Repeat last year’s front cover design.

Folder Type: Check only one.                                                                                100 Minimum Order Required
❑ Standard Folder (see p. 2 for description and prices). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .Quantity _______ x price/folder $________ =
❑ Handbook Folder (see p. 3 for description and prices; see p. 9 for material). . . . . . . . . . . . . .. . .Quantity _______ x price/folder $________ =

Handbook material is:  ❑ Press-ready  (don’t fax)    ❑ Needs to be typeset (enclosed)    ❑ Repeat last year’s handbook w/ no changes.

❑ Full-Color Stock Design
#F_________ (see p. 4-5) 

Enclose mascot (optional) or  
mascot #________ 
Complete Cover Wording
below for imprint on the cover. 

❑ Repeat last year’s front cover design.

❑ One-Color Custom Design (see p. 6)
Specify one ink from p. 6: ___________ 

❑ Stock One-Color Design #CF_________ 
Enclose mascot (opt.) or mascot #________ 
and complete Cover Wording. 

❑ Our own One-Color Design. Submit 
material and complete Cover Wording. 

❑ Repeat last year’s front cover design.

Subtotal

Cover Type /Colors: Complete only one cover selection below.

Production: We must have a completed and signed order form and ALL material to begin production (see p.10).
Order will be processed with NORMAL Production, estimated at 30 business days (6 weeks), unless “RUSH Production” is checked below.

Shipping: Shipping is FREE for ground delivery within the continental USA. Call for charges to AK, HI, APO, or FPO.
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UV or Lamination: If blank, folders will be UV Coated.                 ❑ UV Coating…FREE ❑ Plastic Lamination…20¢/folder

12-13 School Folder Order Form 
Signed order form required. Phone orders not accepted. Call 800-516-8339 with questions.
Mail order to: P.O. Box 2110, Kearney, NE 68848      or Fax order to: 800-570-1767 

School Name _______________________________________________
District Name_________________________________________________

Contact Name__________________________  Title___________________

School Mailing Address__________________________________________

City, State, Zip_________________________________________________

Ship Address (If different. No PO Boxes)___________________________________

Ship City, State, Zip_____________________________________________

School Ph (______)__________________ Fax (______)_________________

Home Ph (______)__________________ Cell (______)_________________

E-mail (required)______________________________________________

www.schoolmate.com

Proof Contact (Provide SUMMER contact info)
Name___________________________ Fax (______)_________________

Home Ph (______)_________________ Cell (______)_________________

Home E-mail (required)___________________________________________

Work E-mail (required)____________________________________________

Bill Attention to:________________________________         ________
❏ PO# (opt.) _____________________________     ❏ Invoice Us      

❏ Pay by Credit Card: To pay by credit card, go to www.schoolmate.com and 
click on “Pay Online.”

Early Invoice by ____ /____ /____

For Office Use Only – 1/12

Order # _____________________

Date Rec’d __________________Do NOT fax press-ready material.

❏ RUSH Production – 3 weeks . . . . . . . . . . . . . . . . . . . . . . . . . . .add 20%     

Delay Ship (opt .): ❏ Apr 27 ❏ June 1 ❏ July 6 ❏ July 20 ❏ July 27  

❏ Aug 3 ❏ Aug 10 ❏ Aug 17  ❏ Aug 24     ❏ Aug 31

SPECIAL INSTRUCTIONS: If you have special instructions, please attach.

Order will not be processed without a signature.

Sign Here_________________________________  Date__________
By signing, you agree to School Mate’s® Terms & Conditions on p. 10.

✍

Nebraska orders, please provide your Nebraska Exempt Sales Certificate (Form 13) to avoid paying sales tax. 
TOTAL

$_________

$_________
($75 min.)

$_________

$_________

$_________

Signature Required Below
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Custom material must be submitted press-ready.

$_________❑ ST1 – Substitute Teacher Folder (see p. 5 for description and prices) . . . . . . . . . . . . . . . . . . Quantity ________ x price/folder $________ =
Cannot be customized. Does NOT include UV coating or plastic lamination to allow writing.                (25 min.)


