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Supplies:
12 - Sheets of patterned paper for the envelopes
**12 - Policy envelopes
2 - Sheets patterned paper for the covers
1 - Piece of 12 x 12 med. weight chipboard
1 - Tim Holtz large ring binder
1 - Sheet of black 12 x 12 paper
1 - Scrap of black poster board weight paper
Assorted Tags
#6 Flat Washers or Tim Holtz Brad Washers
¼ Scor - Tape
Brads
Making Memories Garment Pins
3/16 eyelets
Glue
**Note: If you are making the album with policy envelopes you will not
need the 12 sheets of patterned paper nor the black poster board. Begin
following the pattern at Step 6 of Preparing the Envelope Pages.
Tools:
Cropodile
7/8-circle punch
1 ¼ or 1 1/8 inch circle punch
Ruler
Paper Trimmer
Craft Knife
Score Board
Other tools as needed
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This album can be made using either policy envelopes or 12 x 12 sheets of
patterned paper. The following are the steps for making the album with
the paper. Please use the steps below by duplicating all the steps to make
12 envelope pages. These pages will be put into sets and glued back to
back.

Preparing the Envelope Pages
Step 1: Cut the 12 pieces of the patterned paper 9 -1/8 x 9 -1/2 – inches.
Watch the orientation of your paper as the 9-1/8 side is your width and the
9- ½ side is the height.
NOTE: Hold on to the pieces you cut away. We will use these later.

Step 2: If desired, ink all edges.
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Step 3: Starting with the smaller 9 -1/8 side, score all pieces from left to
right at 2-1/2 inches and 6-5/8 inches. Turn piece to the longer 9-½ inch
side and score at 7 inches. There should now be three score marks per
page.

4

Step: 4 Apply Scor-Tape to the inside of the fold (left hand side) taping
down just to the 2- ½ inch score line. Cut the tape. There should now be a
7-inch line of tape. Once again, begin taping after the 2-1/2 inch score line
to the bottom. There should now be one 7-inch piece of tape and one 2-½inch piece of tape on the left side. The reason for this break or this “stop
and start” of tape will be explained later. Do this for all 12 pieces of
patterned paper.
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Step 5: Pull the tape backing for the longer 7 –inch portion, leaving the 2-½
-inch piece. Fold the sides together and adhere. Next, turn the seamed 2½-inch piece (pocket) around to the front of the envelope (no seam). Before
pulling the tape backing of the 2-½ inch section, hand press the piece so it
sits flat and does not buckle. Now pull the remaining tape and press the
pieces together. You should have a flat aligned pocket.
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Step 6: On the front top and the 2 ½ inch pocket, using the 1 ¼ or 1 1/8
circle punch, find the center and punch a half circle from the top middle
edge of the top layer of paper, leaving the second (back) piece intact.

Now set the envelopes pieces aside for a moment and begin step 7.
Step 7: Using the 7/8th circle punch or similar, punch out 24 circles from
poster board weight paper. Next punch a 3/16th hole in the center of each
of the circles using your Cropodile or similar punch.
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Step 8: Gather the reserved pieces cut from the 12 x 12 patterned papers.
There should be a 2 ½ x 12-inch piece. Take this piece and cut it to 2 ½ x 4.
Score at 1 inch along the 4-inch side.

Place tape on the 1-inch portion.

8

Chomp or round the corners on the opposite 1 ½ inch side.

Pull the tapes and adhere on inside of envelope pocket at the top.
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Step 9: Measure and mark at 1 ¼ inch from the top edge of the envelope
flap and of the 2-½ inch pocket. Centered. Using the Cropodile, take one of
the black circles made in step 7; add an eyelet and place through black
circle then into hole punched in paper and crimp.
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Step 10: Using a craft pick, pierce a hole ¼ inch down and a ¼ over on the
top edge of each side of the 2-½ inch pocket. Place a brad in each hole.
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You will be adhering two of these envelope pages to each other. Back to
back. Plan how you want these pages to be combined to form each page.

Preparing the Binding
Step 1: Take a sheet of black 12 x 12 paper and cut it down to 8- 1/2 x 12
inches. On the 12-inch side cut (12) 1-inch strips. Score each of these
strips at 2” and 6”. Place a piece of Scor-Tape on the longer 2-½ inch end.
You are basically making a band. Pull the tape, stick this down to the other
side and now you have a 4 inch band that is open on each end. Place ¼ inch
piece of Scor-Tape on the edge of each bottom side. You want to make 6 of
these.
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Step 2: Come in ½ in from the left and right edges mark and punch a hole
on each ½ mark.
Step 3: On one of your sets of pages, measure ½ inch up from the bottom
edge. Pull the tape backing and adhere binding strip to the bottom ½ inch
edge.
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Step 4: Take your 6 sets of pages (12 pages 6 with binding strips) and glue
the sets together. Place the glue close to the edge on the left and right sides
and again just above the binding strip. This creates another pocket.
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Step 5: Using the garment rings (which I purchased from
Scrapadabadoo.com), the washers and the brads, take the brad and insert
it into the washer. Place your garment ring in between the two layers of
the black binding strip. Now, take the washer/brad combination and insert
it through the holes that were previously punched in the black binding
strip making sure to go into the garment ring as well. Place another
washer on the backside and fold the brad legs down on top of the washer.
Do this for all six sets. DONE WITH THE PAGES!!
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Preparing the Covers
Step 1: Cut the following pieces from your 12 x 12 piece of med. weight
chipboard and set aside:
TIP: You should have exactly two 2 ½ x 5 inches pieces left if you cut two
of the 5” pieces first:
2 – 5 x 9-1/2 inch
2-2½x5
Step 2: From coordinating or contrasting 12 x 12 piece of patterned
paper, cut
2 - 6 x 11 3/8 pieces of patterned paper. These will be the outside cover
papers. For the interior album papers cut two 4- ¾ x 10 ¾ pieces.
Step 3: We want to marry the cover papers and the interior papers
together. To do this, butt the two pieces together and apply Scor-Tape
down the seam. DO NOT REMOVE THE BACKING! Done, they are now one
sheet.

Step 4: Apply glue to the backsides of the two 5 x 9-1/2 and one 2 ½ x 5
pieces. Place one of the larger pieces down on the left side leaving a ½ inch
border around the edges. Next, leaving a 1/8-inch gap, adhere the 2 ½ x 5spine piece. Last, place the remaining larger 5 x 9 ½ inch piece down. After
applying the last piece you should have a ½ inch border of patterned paper
all around the chipboard.
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Step 5: Miter the corners, being careful not to cut to close to the edge.
Make sure it’s about a 1/8th inch away from the chipboard edge.

18

Step 6: Apply Scor-Tape around all edges and seams of chipboard.

Step 7: Pull the tape backing and fold right-side paper on to the tapes
edges.
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Step 8: Apply glue to the interior lining paper, center and glue to interior
of album.

Step 9: Apply Scor-Tape to the backside of the large ring binder. Pull off
the tape backing, center on spine. Pierce through the binder and the
chipboard, add brads and affix.
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Preparing The Spine Piece
Step 1: Cut a piece of patterned paper to 3 ½ x 6”. Follow the same
instructions for covering the album by gluing the chipboard piece down to
the paper leaving a ½ inch border, miter corners, apply Scor-Tape, fold
paper over edges and affix.
Step 2: Glue spine piece onto album spine to hide the brads.
Album Covers and Spine is Done!
Now insert your pages onto the binder rings, add tags and embellish and
“VIOLA!” You have a Policy Meets Tag Album!
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NOTE: Don’t forget to add a tag where you joined the two pages together! It
fits a #8 size tag perfectly!
Thanks for creating this album. As always, feel free to email me with any
questions you may have.
Jim
The Gentleman Crafter
TheGentlemanCrafter@gmail.com
TheGentlemanCrafter.typepad.com
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