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Line up centreline w
ith standard hole-puncher.

Line up centreline w
ith standard hole-puncher.

4-hole puncher. Line up centerline.

1. Using the long side of the A4
template, trim the A3 transparency.

2. Round off sharp edges with a 
scissor. Use template to punch holes.

Top shield

Bottom shield

3. Attach bottom shield 
first, then attach the top 
shield only at the two 
front nubs over the top 
shield.

4. Using the front nubs 
as a rough alignment, 
cut two slits about 3/4 
through the top shield 
as shown.

4. There are now 3 
flaps in the top shield. 
Fold the 2 side flaps 
underneath the center 
flap and staple to hold 
in place. Attach the 
remaining two holes to 
the side nubs.


