
Have you found yourself checking a calendar to count how many school 
days are left until summer vacation? Is your staff restless and distracted? 
Instead of checking off days, renew staff members’ interest by assigning 

them tasks to complete that are critical parts of yearbook production. 

Just remember a few things:
Make it flow. 

The process of wrapping up one year and
beginning the next is not about abrupt stops and starts. 

Don’t underestimate your staff members. 
They have matured over the course of the year and

they are capable of completing the tasks.

Build in fun activities. 
That way everyone has something to look forward to. 

Write things down. 
Don’t rely on your memory when so much is going on.

Book delivery, whether spring, summer or fall, is a culminating moment for 
seniors. Underclassmen, however, should view the book’s arrival 

as a step in the process. Empower them to set goals based 
on what they have learned. HAVE A FUN SUMMER.

23
Plan to attend 

summer workshop(s). 
Consider taking your staff to 
a summer workshop. Not only 
is it a terrific way to train them 
and prepare for the upcoming 
year, it’s a valuable bonding 
opportunity. Click here to check 
out a list of Balfour's student 
workshops. 

24
Select 2016 staff. 

Make a big impression. Tap 
staff members in a way that is 
special and lets the school see 
how important being on the 
yearbook staff is. For example, 
deliver balloons to each staff 
member’s first period class with 
his or her name and the name of 
the yearbook on it. Throughout 
the day, people will talk about 
the yearbook. It might even 
inspire someone to join the staff.

countdown
to summer.
let’s think
out loud…
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http://www.balfour.com/educators/yearbook-advisers/events/


15
Create a staff manual. 

Spring is a great time to update 
or create a staff manual. Have 
next year’s editors determine what 
policies they want to include as 
they assume leadership. Consider 
including photo illustration and 
social networking policies that may 
have not been in place before.

16
Promote senior photos. 
Start publicizing the senior picture 
deadline and policies. Despite 
repeated reminders, some 
parents & seniors will complain 
that they didn’t know about 
senior portrait requirements. The 
earlier you start promotions, the 
more opportunities you will have 
to communicate information.

21
Enter contests. 

Scholastic press associations 
sponsor state, regional and national 
contests. Competing is a great 
opportunity to bring recognition to 
your program, and it looks great on 
your students’ resumes.

18
Begin ad sales. 

Start marketing senior and 
business ads early. Set ad 
deadlines, prices and early-bird 
incentives to start the buzz. *

AD SALES RECORD

AD SALES RECORD

Business  ___________________________________ Address   _________________________________
Phone      ___________________________________ Contact   _________________________________

Ad size (circle one)  A B C D E F

1st billing  ____________________ Paid cash check

2nd billing____________________ Paid cash check

Notes  ___________________________________ Student __________________________________
_________________________________________ Year _____________________________________
_________________________________________ Zone ____________________________________

____________________ Paid cash check

____________________ Paid cash check

AD SALES RECORD

Business  ___________________________________ Address   _________________________________
Phone      ___________________________________ Contact   _________________________________

Ad size (circle one)  A B C D E F

1st billing  ____________________ Paid cash check

2nd billing____________________ Paid cash check

Notes  ___________________________________ Student __________________________________
_________________________________________ Year _____________________________________
_________________________________________ Zone ____________________________________

____________________ Paid cash check

____________________ Paid cash check

AD SALES RECORD

Business  ___________________________________ Address   _________________________________
Phone      ___________________________________ Contact   _________________________________

Ad size (circle one)  A B C D E F

1st billing  ____________________ Paid cash check

2nd billing____________________ Paid cash check

Notes  ___________________________________ Student __________________________________
_________________________________________ Year _____________________________________
_________________________________________ Zone ____________________________________

____________________ Paid cash check

____________________ Paid cash check

20
Generate BAL4.TV 

code content. 
If you have included BAL4.TV 
codes in your 2015 book, now is 
the time to create content. You 
can shoot video or create video 
slideshows with leftover photos. 

13
Photograph 
the prom. 

You might want a professional 
photographer to cover this event. 
You may not be able to count on 
your senior photographers. After 
all, it’s their prom, too. As long as 
you have professional back up, this 
is an excellent training opportunity 
for underclass photographers. 
They get the experience of 
shooting a critical event, in difficult 
lighting conditions.

17
Start theme development/ storyboarding. 

Divide students into small groups. Each group is responsible for 
developing a theme that is unique to 2013. This activity will hone their 
story-telling, design and brainstorming skills. It will also give your 
staff usable elements for the 2016 book.

22
Get another opinion. 

One of the greatest tools in 
planning & developing the 2016 
book is an evaluation of the 2015 
book. Send your yearbook to a 
state and/or national scholastic 
press association to be critiqued. 
The judge's detailed commentary 
will provide your students with 
great feedback and will also help 
the staff make the 2016 yearbook 
even better.

19
Contact portrait 
photographers.

Schedule underclass portraits & 
group photos early so you can pick 
dates that will work for you. While 
you’re at it, ask the pros to host a 
training session for your staff.

14
Shoot spring sports 

& activities.
May brings iffy weather in most 
areas of the country which means 
teams will be playing in rain, 
snow, sleet or fog. Photographers 
can still get some interesting 
shots. Spring plays, speech 
tournaments, art shows, choral 
and band concerts are often 
overlooked. These are some of 
the most colorful events of the 
year. Why not get a head start on 
production of next year’s book? If 
you have a spring delivery book, 
focus on underclassmen who play 
major roles on the teams.
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     order a  yearbook today!
Get a headstart and order your yearbook at the best price. 

To order or send a check for $    
to     . 
Checks should be made payable to . 
Include your contact information with the check.

Offer good through .

000000 19422.0412

12
Find out projected 

enrollments for 
next year from 
the principal.

Determine the percentages of 
underclassmen and seniors who 
have had their pictures taken in the 
past two years. The number and size 
of your portraits and your projected 
budget determine the size of your 
book. There should be roughly four 
or five other pages for every class 
picture page. If you have 42 pages 
of portraits, you will need a book of 
about 208 pages to cover student 
life, academics, sports and clubs. 

5
Repair equipment. 

Camera equipment, computers, 
scanners and printers may need 
general maintenance or repairs. 
Since some repairs can take weeks, 
this is a good time to start.

11
Create plans for 
next year’s book.

Are there obvious changes that 
are going to occur next school 
year that will affect a significant 
number of students? If nothing is 
apparent, interview administrators.  
Consider changes in conferences, 
reorganization of classes (adding 
a class), remodeling, budget cuts, 
windfalls, block schedule, etc. 

10
Discuss yearbook 

specifications. 
Your rep & principal will help make 
adjustments for enrollment changes. 

6
Conduct a pre-sale. 

Even if you haven’t distributed the 
2105 yearbook or started the 2016 
volume, doesn’t mean you cannot 
start pre-selling. Why not consider 
including an order form or a 
coupon in the current book when 
it is passed out? Also, use early-
bird pricing or a pre-sale giveaway 
to sweeten the deal.

8
Back up files; 

save photos, etc. 
Come back to school with a clean 
slate. Back up your yearbook project 
(all photos and files) on a hard drive.  
Save the photos you didn’t use for 
the future, like the 50th anniversary 
of the school. Try to get all of the 
2015 material off of the network, so 
it does not get mixed into the 2016 
book.

7
Plan a distribution day. 

Reserve the cafeteria or gymnasium for the day following the 
delivery of the book. Then organize the room with pickup stations, 
sales stations and food stations. Coordinate decorations with the 
theme of the yearbook. 

9 Celebrate!
Plan an end-of-the-year staff celebration. It could be as simple as a picnic or barbecue or something 
swankier, like a banquet at a local restaurant. Give awards for outstanding work, finding a way to 
recognize all members of the staff for their contributions. 
*
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…3,2,1!
now

you are
done.1

Create an 
order form.

Students & parents plan for back-to-
school expenses. By placing an order 
form in registration packets, ordering a 
yearbook becomes part of the process.

4
Scrutinize your 

work area. 
If the floors need cleaning, 
the walls need painting, or 
something needs a face lift, do 
it now. Once the room is filled 
with the pitter-patter of little feet 
(size 13 Reeboks), all chances 
of cleaning are lost. Also, take 
an inventory of supplies. Make 

sure that you have everything 
needed to make it through the 
first yearbook deadline. Stock 
up on pens, pencils, reporters 
notebooks, printer paper, paper 
clips, scotch tape, packing tape.
Establish one supply area for 
materials used regularly. Don’t 
put out everything at once or 
your stock will disappear quickly. 
It’s Murphy’s Law of supply and 
demand: The more you have, the 
more quickly it is used up.

2
Organize a 
boot camp. 

Before school starts, call the 
staff together to have fun & get 
smart. Between team-building 
activities and chowing down, 
include sessions covering copy, 
photography, design, ad & book 
sales, as well as policies & 
procedures. All sessions should 
be taught by experienced staff 
members. 

3
Recognize

contributions. 
Acknowledge secretaries, janitors 
and other people who have helped. 
Assign each staff member someone 
to acknowledge. Start with a simple 
thank-you note with specific details 
about what they appreciate. 




