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Guide program templates:

e  The current Word templates for programme booklets are available for teachers/students to download at
e  Teachers/students please send the completed template five (5) working days before the event to

e  Please ensure that the spelling and information in the program booklet is correct and use the specified design, fonts
and format templates.

e  The Event Services department will check the design and adapt it if necessary.

e  Teachers/students will then receive their programme booklet in Word and PDF format and the Event Services
department will print out the required number of programme booklets. Subsequent changes can be made by
teachers/students themselves in Word or as a verbal announcement at the concert.

e  The Event Services department uploads the PDF of the programme to the University’s online events calendar, sends
the programmes to the Personnel department for billing the accompanists and sends the programmes to
austromechana for billing AKM.
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