Northroad Wood Signs and Sign Graphics, Ltd.
203 Old Revolutionary Road

Temple, New Hampshire  03084

PH:
603-924-9330

FX:
603-924-9858

Created for The Harrington School:

To create inserts for Northroad MessageWindow Signs  (5-¼" x 1" message window):

1.
Simply select an entire line reading “CLASSROOM”, and then 

2.
Type the name or words you would like to appear in the message window.  Do not enter any carriage returns as that will change the spacing between the dashed lines ( which are meant to be 1" apart ).

3.
When all text has been input, print page 2 of this document on

 8-1/2” X 11” clear acetate ( as used for making over-head transparency slides ).

Clear acetate is used, rather than paper, because it is stiffer and more durable than paper.  Paper will work, if no acetate is available.

4.
Precisely cut the acetate page vertically along the column of marks on the left and along the right side of the dashed lines.  This should result with the page's being 5-1/4" wide.

5.
Separate the names by cutting along the dashed lines.

6.
Cut both left-hand corners at a 45 degree angle along a line which would connect the left end of the dash lines and the left-hand marks.

7.
IMPORTANT!!  Before inserting strips into the slot in the sign, be sure to punch a hole in the RIGHT end of the of each strip.  This hole will enable the removal of the strip when future text changes are required. Without this punched hole, removal will be very difficult, if not impossible !! Use any paper punch and try to vertically center the hole.

8.
Insert the strips into the message slots on the signs. Be sure that the acetate is positioned within the name-slot so that it is centered and straight, and so that any dashed lines are hidden.
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