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Binding Instructions
Lean Six Sigma Report

If you do not have a facility at your office that can do the following, Staples or OfficeMax offer this service.
· Reports should be spiral bound

· First page clear
Second page: (Cover Page)

· Color with logo if possible of your company and/or our company
· Your Name, Name of Project, Date of Submission

· If Information is Sensitive please put Confidential on the front page of the report and in the footer – then we will not use it as an example.

· Rest of Report:  Black and White or Color, make sure no spelling or grammar errors, page numbers align and if you have a Table of Contents (optional) that those page numbers align with the report.

· Black Back Page:  heavier weight paper than the report so there is a backing

Mail to:

SSD Global
P.O. 849
Conifer, Colorado 80433
Attention: Margi White

INCLUDE A SELF-ADDRESSED CERTIFICATE SIZED ENVELOPE  (8.5 x 11).  THIS SHOULD BE A REGULAR ENVELOPE – NO FED EX OR UPS.  

MAKE SURE THE NAME ON THE ENVELOPE IS HOW YOU WANT YOUR NAME TO APPEAR ON YOUR CERTIFICATE – WE WILL HANDLE POSTAGE.  
Important Note:  Do not send your report Federal Express or UPS – send regular U.S. Mail without return receipt.  We will acknowledge that we have received your report.
