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This Word template is for creating a program book. For printing, use “04_EventToolkit_
ProgramBook-Print-Template” file. If the schedule is being distributed electronically, use “04_
EventToolkit_ProgramBook-Digital-Template” file.

Editing the file:
1 Open the Word Document

2 Find “Style Pane” from the toolbar (A), click on it to open the window (Mac)
Find “Styles” task pane launcher button in the “Styles” button group of the “Home” tab
of the Ribbon (PC)

3 Insert your copy into the content fields. If the font style changes from the style that
was originally in the template, you’ll be able to apply the correct style by clicking in the
style pane.

To apply style to a paragraph, make sure your cursor is somewhere in that paragraph
and simply click on the style name (in section B) you want applied. The style of the
paragraph will automatically change to the correct style.
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Friday, Month XX
12:00 pm Lunch atthe Allen Center

1:00 pm - 2:30 pm

2:30 pm - 2:45 pm
2:45 pm - 4:15 pm

4:30 pm— 5:00 pm

5:00 pm —6:00 pm
6:00 pm —7:30 pm

Leadership and Organizations session 1
Kellogg Global Hub, White Auditorium

Xo0000% Xx0030065%, Title Will Go Here Lorem Ipsum Dolor Sit, Company.
Name Lorem lusm.

Break

Leadership and Organizations session 2
Kellogg Global Hub, White Auditorium

Xemes Xoex0sxx. Title Will Go Here Lorem Ipsum Dolor Sit, Company
Name Lorem lpusm,

Administrative Presentation
Kellogg Global Hub, White Auditorium

Break
Dinner and Executive Speaker Series

Kellogg Giobal Hub, White Auditorium

Xm0 Xxxnn0sx, Tile Wil Go Here Lorerm ip
Name Lorem lpusm,

Saturday, Month XX

7:30 am - 8:30 am
8:30am - 10:00 am

10:00 am — 10:15 am
10:15 am — 11:45 am
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Printing the file:

Breakfast

Morning Session
Kellogg Global Hub, White Auditorium

WELCOME:

Xoor08x Xxnoaoas. Title Will Go Here Lorem Ipsum Dolor Sit, Company
Name Lorem [pus.

SPEAKER
Talk Title Here Lorem Ipsum Dolor Sit Amed.in Simulomngs.

Xme Xooxxex0sx. Title Will Go Here Lorem Ipsum Dolor Sit, Company
Name Lorem [pus

Break

Lorem Ipsum Dolor Sit Amet.in Mg, Simul Quaes. Efficiendi
Kellogg Global Hub, White Auditorium

MODERATOR:

Yomoe Xoxux0sx. Title Will Go Here Lorem Ipsum Dolor Sit, Company
Name Lorem [pus

EVENT NAME HERE

English (United States)

1 Save file as a PDF.

2 To get the file printed, send an email to Quartet Copies in Evanston at
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production@quartetdigitalprinting.com with instructions below:

Size: 17”x11” folded in half to 8.5"x11”

Color: print double sided in full color

Paper: card stock

Provide quantity, delivery address and chart string #.

Body Copy

Calendar Header
Calendar Text

Calendar text 2nd line

Italicize location

Bold session title and
change font color to purple

Bold speaker names



