Guidelines For Duplication and Use of the

Guidebook to Help Late Savers Prepare For Retirement

Along with copies of the PowerPoint( slides, the Guidebook to Help Late Savers Prepare For Retirement is meant to be the handout for the class Catch-Up Strategies For Late Savers.  The Guidebook is available online at www.nefe.org/latesavers/index.html. 

Below are some guidelines for using the Guidebook in community education programs:

· Go to the home page for the Guidebook at www.nefe.org/latesavers/index.html
· Click on “Download PDF” and also download Adobe Acrobat, if needed

· Save the PDF file to your hard drive or a zip disk and give it a distinctive file name

· In the space under the NEFE logo and the words “NEFE Home Page,” “Download PDF,” and “Acknowledgements,” add the words “Distributed By:” followed by contact information (address, phone, fax, e-mail, Web site, etc.) for the Extension educator distributing the Guidebook and/or conducting the program.  Do NOT insert the NEFE address in this space.

· Print out the 2-page “Acknowledgements” page that includes copyright information and disclaimers.

· Print out the 52 page Guidebook, which includes the 14 worksheets, from the PDF file.  Place the two “Acknowledgements” pages before the 52 pages of Guidebook content.

· There will be no page numbers on the PDF copy.  To add page numbers, do the following.  Count the number of pages (i.e., 54).  Make an almost blank document in word processing software (perhaps with a short header) with the appropriate number of pages.  Run a copy of the document through your printer to print the page numbers.

· Copy the Guidebook with the page numbers inserted.

· Copy the Guidebook cover page on card stock, with a matching blank card stock back cover.

· Spiral-bind, three-hole punch, or clip the Guidebook pages together as desired.

· NEFE will allow Extension educators to charge a reasonable price to recoup the cost of duplicating and mailing the Guidebook to learners.  If the Guidebook is printed single sided, it should cost about $2.21 to mail with card stock covers.  Double-sided copies should cost about $1.52 (January 2004 postage rates).  With the additional cost of duplication and envelopes, the price charged for copies of the Guidebook should be $10 or less.

Please note that the ONLY way to get copies of the Guidebook from NEFE is to download them from their Web site.  NEFE is NOT the source for printed copies of Late Savers materials.

