
1.  Fold just the first page in half so that the 
fold is on the bottom and the front cover 
faces you.

2.  Fold the page in half again so that only the 
front cover faces you and the folds are on 
the left and bottom.

3.  Repeat steps 1–2 for each additional page. 
Insert each folded page inside the previous  
one. (When completed, all book page 
numbers should be in order.)

4.  Close the book and square up the edges 
of all the pages. Staple at least two times 
along the fold.

5.  Place one strip of 1-inch tape along the 
fold, covering the staples on the front and 
back of the book (optional).
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1.  Cut through the stack 
along both dashed lines.

2.    Fold each strip in half.

3.  Gather and align strips 
in order (fold is on the 
right).

4.  Staple the book on the 
left side with at least 
two staples.

5.  Place one strip of 1-inch 
tape along the fold, 
covering the staples on 
the front and back of 
the book (optional).
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