INSTRUCTION SHEET – DL FLYER (trifold brochure)
Updated: 30 July 2021 
 
Asset purpose
· Use this flyer in your transition stage (when rolling out the new service) - it can be used as part of an information kit to send to residents together with their new bins. 
· The flyer is DL-sized and unfolds to a double sided, A4 sized sheet (commonly referred to as a trifold or gate fold brochure).
· The flyer has been provided as an Indesign file so it can be customised by your in-house graphic designer. 
Note: 
· It is your responsibility to assess the relevance and accuracy of the flyer content and adapt the content to suit your needs.
· The list of items that can or cannot be put into each bin is provided as an example only, except for the glass recycling list, which complies with state-wide standards. It is your responsibility to check and update the lists of items for the other bins based on what is currently accepted by your council.
· Images must be used ‘as is’ and must not be altered or modified (except for sizing).
· The use of images supplied by Sustainability Victoria for this flyer is strictly limited to this material. Images must not be used for any other purposes or in any other materials without permission.

How to use the PDF file
· The PDF file supplied is for reference purposes only and shows what the design of this flyer looks like when unfolded to its A4 size.
· The PDF file shows three different versions to accommodate the different types of service changes. These are shown on pages 2-4 of the PDF. When creating your own flyer choose the version that best suits your needs.
· [bookmark: _GoBack]Sections highlighted in grey indicate fields that you will need to customise. 
· To customise the content, you will need to use the InDesign file.

How to use the InDesign file
· A professional graphic designer with access to InDesign software and experience working with InDesign should update the InDesign file. 
· Download the InDesign packaged folder to your desktop.
· You will need to purchase and install the Din Next font typeface family, alternatively purchase the single fonts DIN Next LT Pro Light, DIN Next LT Pro Light Italic, DIN Next LT Pro Medium and DIN Next LT Pro Bold
· Open the InDesign file and start to edit by deleting the highlighted text and replacing it with your information.
· Make sure to include your council logo on the front cover (look for the ‘Council Logo goes here’ prompt at the bottom of the page).
· Use the paragraph style to format Headings, subheadings and body copy.
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