Comb /Spiral Binding 

Yearly Calendar


Assignment:

Create a yearly calendar around a theme of your choice.

1. Create a folder to house all your work in.

2. Think of the theme for your calendar (cars, football, etc.)

3. Gather 13 pictures (one for each month and one for the front).  You may want to bring in some pictures to scan to put in calendar itself (mom’s picture on her birthday, etc.)

4. Open the Yearly Calendar template.  

5. Place your pictures in the correct spot.  Make sure the graphic is large enough to fill up the entire page, without become pixilated.

6. Once approved, print out two copies of your calendar.  Make sure you are duplexing (printing on both sides, flipped up) the copies.  One copy will need to be on cardstock and one on regular paper.

Binding Machine Instructions:

7. The comb and spiral binder has two functions, one that punches holes and one that attaches the sheets to the comb/spiral.

8. Ask your instructor to demonstrate which machine you will be using.

9. After the demonstration, punch and bind the calendars.  

10. Punch a hole in the bottom center to be able to hang the calendar.  If your lab has a drill pouch, ask the instructor for a demonstration before you use it.  If a drill pouch is not available, use the regular hole punch; make sure all holes are even and straight.

11. Turn in the bound calendar you printed on regular paper for grading and keep the other one for yourself.

Rubric:

	Printing
	20 Points

Each calendar was printed correctly the first time and no reprints needed due to binding errors.
	15 Points

Each calendar was printed correctly the first time but at least one had to be reprinted due to binding errors.
	8 Points

Calendars had to be reprinted 2 or 3 times because of mistakes before binding and/or during binding.

	2 Points

Calendars had to be reprinted more than 3 times because of mistakes before binding and/or during binding.

	Graphics
	30 Points

All graphics are clear and crisp.
	20 Points

1 to 3 of the graphics are pixilated
	10 Points

4 to 5 of the graphics are pixilated
	5 Points

More than 5 graphics are pixilated

	Theme
	20 Points

Theme is understood and carried out through the entire calendar
	
	
	8 Points

Theme is not understood or was not  seen throughout  the entire calendar

	Binding
	30 Points

The calendar is bound correctly.  No pages torn or loose and the hole is correctly positioned.
	20 Points

The calendar has 1 to 3 pages that are torn or loose and/or the holes are not correct
	10 Points

The calendar has 4 to 5 pages that are torn or loose and/or the holes are not correct
	5 Points

The calendar has more than 5 pages that are torn or loose and/or the holes are not correct
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