








Note the following details about this Ladder Diagram:

• Signature 1 is an 8-page signature with four 

blank pages. Because this isn’t a complete 

16-page signature, it will be submitted in 

the second deadline.

• Signatures 3 and 4 have been selected for the first 

deadline because they contain portrait pages, clubs 

and events occurring early in the year. These will 

be easy pages to complete before the first deadline.

• To save space, field trips for the lower grades were 

consolidated to two classes per page.

• This book will feature the Zoom insert between 

pages 28 and 29. When planning this book, the 

adviser made sure that the portrait pages fell on 

the preceding pages so that a class didn’t get split 

up. Also, she added a Personal Memories page to 

precede Zoom.

• Pages due for the first deadline were highlighted 

for a quick reference.

THIS GUIDE WILL HELP YOU PLAN THE FOLLOWING:
• Deadlines – Most schools are required to submit yearbook pages in two deadlines in order to receive yearbooks by 

the requested ship date. 

NOTE: If your yearbook is 32 pages or less, two deadlines are not required.

• Color Pages – If you have some color pages in your yearbook, proper color placement will ensure that you receive 

the best pricing for your color pages.

• Organization of Your Yearbook – Guidance on planning the organization of your yearbook to make the most of 

your deadline dates. 
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Planning pages and managing deadlines are critical in the yearbook creation process. Because of the
way saddlestitched yearbooks are assembled, it is very important to understand the correct placement
of color pages and the specific pages required to meet each deadline. 

ONLINE COLOR/DEADLINE ASSIGNMENT MAKES PLANNING EASY!
The Color/Deadline Assignment feature, available in YB Track or Yearbook Forms Wizard, will assist in your page planning. 

Based on the number of pages in your yearbook, select which groups of pages (signatures) to submit for each deadline. 

Deadline selections will automatically be generated in your Ladder Diagram—it’s quick and easy! 

NOTE: If you use the Color/Deadline Assignment feature, you won’t need to use the Deadline Charts inside.
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GREAT NEWS—YOU CHOOSE!
• You select which groups of pages 

(signatures) to submit for each deadline. 

• Flash! portrait pages may be submitted 

in either the first or second deadline. 

(If your school is offering My Yearbook 

Personalized Covers, Flash! portrait pages 

must be submitted in the first deadline.

• Signatures that contain color pages must 

be submitted in the first deadline.

An important step in creating your yearbook is planning its contents. The following steps will help you determine
what should go on each page. 

BRAINSTORM PAGE CONTENTS
Before you begin, think about what contents you want to feature in the book. Here are some ideas to get 
you started:
• Look at last year’s book. This is a great first step. But remember, you don’t have to create a carbon copy! 
• List key events. Review the school calendar to determine key events that should be captured.
• Ask! Talk to teachers, students and administration to get ideas.

NARROW IT DOWN
Once you have a list of content ideas, consider the number of pages in your book to determine which subjects 
or events you can feature.

TIP: If you have lots of great subjects and you’re short on room in your book, you can feature two events or 
subjects on a page to save space. 

PLOT IT OUT
Plan placement of the contents in your yearbook pages

using the Ladder Diagram. Here are some guidelines:

• Identify sections. Most yearbooks are broken into 

sections. A list of common yearbook sections is 

listed to the right. Assign all of your page 

contents to the appropriate section. 

• The title page should be the first page in your book. 

• Autograph pages are generally placed in the back 

of the book. 

• The portrait section should be the first section you 

plan in your book. This will likely be the largest 

section of your yearbook. Once you’ve identified 

the pages for portraits, you’ll have a good sense of 

how many pages remain. 

TIP: Create a mock-up book to use as a visual aid for 

planning your yearbook pages. Simply fold up pieces 

of paper to create a book with the same number 

of pages as your yearbook. Write the page contents 

directly on the page. This will give you a good sense 

of how the whole yearbook will come together.

The following example demonstrates how one school planned their page contents using the Ladder Diagram and the 

Page Planning Chart.

Central Elementary School has a 52-page yearbook. Here are some details about their book:

• There are 16 classes to feature—3 kindergarten, 3 first-grade, 3 second-grade, 3 third-grade, 2 fourth-grade and 

2 fifth-grade classes. 

• Traditionally, this school has introduced each grade section with a montage style divider page.

• The following events will be featured in the book: First Day of School, Costume Party, Family Breakfast, Holiday Party, 

Valentine’s Day Party, and Spring Carnival.

• The following clubs will be featured: Safety Patrol, Destination Imagination, Band and Student Council.

BASED ON THE CONTENTS TO FEATURE, HERE IS THE LADDER DIAGRAM THAT THE ADVISER CREATED. 
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