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Country Roads Tutorial 15 

Creating a Heritage Walk Handout 
 

Heritage walks are a great way for visitors to explore a region at their own pace.  Included on the 

Country Roads Project training USB is a template for both A4 and A3 handouts. These templates 

have been created to help the participating organisations to easily create a consistent looking 

handout for use throughout the region.  

 

The easiest way to use these templates is to create the content in a word document, format it and 

then add it to the template document. 

 

Breakdown of the handout 

The A4 handout (up to 8 stops) has several sections on each side of the page for you to add your 

content to. 

Front Page 

 

 

 

 

History Panel 

 

 

 

 

 

 

 

 

 

Back Page 

 

 

 

 

Front Cover 

 

History Panel contains: 

 a 300 word short history about the area for the heritage walk 

 

Back Page contains: 

 a list of further reading and references for more information on the area/topic of the 

heritage walk 

 Your organisational details (address, phone, email, and hours) 

 Small blurb on the Country Roads Project 

 

Front Cover contains: 

 Country Roads header 

 Picture relevant to the heritage  walk/area 

 Title of the walk and approximate time it takes to do the walk 

 Toowoomba Regional Council logo,  State Library of Queensland logo, and your 

organisational logo or name 
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Inside Map Page 
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Each Stop contains: 

 30-50 words about that point in the walk 

 

Each Picture contains: 

 Photo relevant to that point in the walk 

 Caption for the image including title and source for image 

 

Heritage Walk Map area contains: 

 Map or aerial photo of the heritage walk area 

 

The A3 handout (up to 16 stops) has a larger range of sections to add content to and provide a 

detailed history of the area/region. 
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Intro Panel contains: 

 50-60 word introduction to the walk 

 A short history of the Toowoomba Region 
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Back Page contains: 

 a list of further reading and references for more information on the area/topic of the 

heritage walk 

 Your organisational details (address, phone, email, and hours) 

 Small blurb on the Country Roads Project 

 

Front Cover contains: 

 Country Roads header 

 Picture relevant to the heritage  walk/area 

 Title of the walk and approximate time it takes to do the walk 

 Toowoomba Regional Council logo,  State Library of Queensland logo, and your 

organisational logo or name 

 

History Panel contains: 

 a 500-900 word history about the area for the heritage walk 

 

Inside Map Page 

 

Stop 1 Picture Stop 2 Picture Stop 3 Picture Stop 4 Picture 

Picture 
Stop 

16 

Heritage Walk Map 

Picture Stop 5 

Stop 

15 
Picture Stop 6 Picture 

Picture 
Stop 

14 
Picture Stop 7 

Stop 

13 
Picture Stop 8 Picture 

Picture 
Stop 

12 
Picture 

Stop 

11 
Picture 

Stop 

10 
Picture Stop 9 

 

Each Stop contains: 

 30-50 words about that point in the walk 

 

Each Picture contains: 

 Photo relevant to that point in the walk 

 Caption for the image including title and source for image 

 

Heritage Walk Map area contains: 

 Map or aerial photo of the heritage walk area 
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Creating the A4 handout 

The History Panel 

 Font used is Calibri 

 Title is Bold and font size 14 

 Body/information font size 11  

o 200 - 300 word short history about the area for the heritage walk 

o May include; where the location is, when it was built/settled, significant events over 

the years, bits of family history if site is well known for a specific family or important 

local families were instrumental in the region/site 

 Use the Cite this for Me website to keep track of the resources you’ve used to source the 

information 

 

Referencing material 

The “Cite this for Me” website www.citethisforme.com is a free automatic online bibliography tool. 

 

1. Choose the type of source to create a reference for e.g. Website 

 

2. Enter the URL web site address or book ISBN barcode number 

3. If the information isn’t found automatically you can enter the information by clicking “Add 

manually” 

http://www.citethisforme.com/
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4. Click “Autocite” 

5. Click “Add citation” 

6. Highlight the “Bibliography” section and copy and paste it into your document 

 

7. Highlight the entry and change the font to Calibri and the font size to 8 
 

Cite This For Me, (2014). Cite This For Me: Automatic bibliography generator. [online] Available at: 

http://www.citethisforme.com/cite/website [Accessed 7 Aug. 2014]. 
 

The Back Page 

 Don’t edit the introductory sentence 

 Copy and paste your list of references at the 1. 

 Highlight the list and change the font to Calibri and the font size to 8 (if you haven’t already) 

 Add your organisational details  

o Organisational name is bold and font size 14 

o Include you contact details and opening hours in font size 11 

 Don’t edit the small blurb on the Country Roads Project 

 

The Front Cover 

 Font used is Calibri 

 Don’t edit the Country Roads header 

 Insert a picture relevant to the heritage  walk/area 

 Edit the title of the walk with a font size 14 

 Add the approximate time it takes to do the walk with a 

font size 12 

 Add your organisational logo or name next to the 

Toowoomba Regional Council and  State Library of 

Queensland logos 

o Image size for logo is to be a maximum of 1cm high  
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The Inside Map Page 

The inside map page has eight stops and eight pictures with the map for the walk inserted into the 

middle of the page. 

 

Each Stop 

 Font used is Calibri 

 Font size 10 

 Insert your 30-50 word blurb about that point in the walk 

o May include; when it was built/destroyed, why it is/was important, the 

family/business it was best known for, where the building is now if moved to 

another location or some other interesting fact/story about the site 

 

Each Picture 

 Insert a photo relevant to that point in the walk 

 Images will automatically shrink to the width of the section. 

Portrait orientated images may need to be cropped/trimmed in 

order to make room for the image reference 

o Right Click once of the image and left click the cropping 

tool from the menu that pops up  

o Drag the solid lines on the corners, top, bottom or sides 

until you’ve enough room for the  image reference 

 
 Add the caption for the image including title and source for image 

o Font size 9 

o Words “Image:” (the title of image and date) and “Source:” (who owns the image) to 

be in Bold 

o Caption example 
Image: Oakey National Bank, 1956 

Source: State Library of Queensland 
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The Map 

 Optimal map size 18cm x 9cm 

 Once you have sourced a map, aerial photo or even a sketch of the heritage walk area there 

are two ways to add the numbers for each stop. 

 

Handwriting the numbers: 

 Print a high resolution copy of the map  

 Neatly handwrite the numbers on it in a contrasting colour 

 Scan the map and insert it onto the page 

 

Editing the map image: 

 Scan the map at a resolution of 600dpi 

 Open the scanned map image in the photo manipulation program GIMP 

 Select the “Text tool” 

 Click the map where the stop is and type the relevant number and click “OK” 

 If the number isn’t in the correct location select the “Move tool” then drag the number to 

the correct location 

 Flatten the image once you've finished and before you save it. "Image"  "Flatten Image" 

 Save your map 
o Click "File"  "Save As" to open the 

Save Image box.  
o The first time you use it the save box 

doesn't show many choices. Click the 
"+" beside both "Browse for…" and 
"Select File…" to expand the selection 

 

o Chose the folder/place you wish to save 
the image as and also the type of file (JPEG 
image is the normal file type) 

o Click "Save" 
 

 

 

 

 

 Insert the saved map into the handout 
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Printing the handouts 

When printing the handouts you will need to “flip the page on the short edge” in order for both 

sides to be printed up the same way. 

Click “File”  “Print”  “Print on Both Sides”  “Flip pages on short edge” 
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Creating the A3 handout 

Intro Panel (text direction is set to vertical automatically) 

 Font used is Calibri 

 Edit the title of the walk with a font size 14 

 Insert a 50-60 word introduction about the walk 

o General statement about the area/location 

o How long the walk will take 

 Don’t edit the History of Toowoomba Region 

 

The Back Page (text direction is set to vertical automatically) 

 Don’t edit the introductory sentence 

 Copy and paste you list of references at the 1. 

 Highlight the list and change the font to Calibri and the font size to 8 (if you haven’t already) 

 Add your organisational details  

o Organisational name is bold and font size 14 

o Include you contact details and opening hours in font size 11 

 Don’t edit the small blurb on the Country Roads Project 

 

The Front Cover (text direction is set to vertical automatically) 

 Font used is Calibri 

 Don’t edit the Country Roads header 

 Insert a picture relevant to the heritage  walk/area 

 Edit the title of the walk with a font size 14 

 Add the approximate time it takes to do the walk with a 

font size 12 

 Add your organisational logo or name next to the 

Toowoomba Regional Council and  State Library of 

Queensland logos 

o Image size for logo is to be a maximum of 1cm high  

 

The History Panel 

 Font used is Calibri 

 Title is Bold and font size 14 

 Body/information font size 11  

o 500 - 900 word short history about the area for the heritage walk 

o May include; where the location is, when it was 

built/settled, significant events over the years, bits 

of family history if site is well known for a specific 

family or important local families were instrumental 

in the region/site 

o May include a couple of pictures that aren’t on the 

map side (room permitting) 
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 Use the Cite this for Me website to keep track of the resources you’ve used to source the 

information 

 

Referencing material 

The “Cite this for Me” website www.citethisforme.com is a free automatic online bibliography tool. 

 

8. Choose the type of source to create a reference for e.g. Website 

 

9. Enter the URL web site address or book ISBN barcode number 

10. If the information isn’t found automatically you can enter the information by clicking “Add 

manually” 

 

11. Click “Autocite” 

12. Click “Add citation” 

13. Highlight the “Bibliography” section and copy and paste it into your document 

http://www.citethisforme.com/
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14. Highlight the entry and change the font to Calibri and the font size to 8 
 

Cite This For Me, (2014). Cite This For Me: Automatic bibliography generator. [online] Available at: 

http://www.citethisforme.com/cite/website [Accessed 7 Aug. 2014]. 
 

The Inside Map Page 

The inside map page has eight stops and eight pictures with the map for the walk inserted into the 

middle of the page. 

 

Each Stop 

 Font used is Calibri 

 Font size 10 

 Insert your 30-50 word blurb about that point in the walk 

o May include; when it was built/destroyed, why it is/was important, the 

family/business it was best known for, where the building is now if moved to 

another location or some other interesting fact/story about the site 

 

Each Picture 

 Insert a photo relevant to that point in the walk 

 Images will automatically shrink to the width of the section. 

Portrait orientated images may need to be cropped/trimmed in 

order to make room for the image reference 

o Right Click once of the image and left click the cropping 

tool from the menu that pops up  

o Drag the solid lines on the corners, top, bottom or sides 

until you’ve enough room for the  image reference 

 
 Add the caption for the image including title and source for image 

o Font size 9 

o Words “Image:” (the title of image and date) and “Source:” (who owns the image) to 

be in Bold 
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o Caption example 
Image: Oakey National Bank, 1956 

Source: State Library of Queensland 

 

The Map 

 Total map area 18cm x 18cm 

o If walk is a large area with stops in several clumps, you can split the map up into 2-4 

sections. E.g. one overall map 9cm x 9cm + 3 maps for each major clump of stops, or 

one map for inside 9cm x 18cm and one map for outside 9cm x 18cm 

 Once you have sourced a map, aerial photo or even a sketch of the heritage walk area there 

are two ways to add the numbers for each stop. 

 

Handwriting the numbers: (Easy option) 

 Print a high resolution copy of the map  

 Neatly handwrite the numbers on it in a contrasting colour 

 Scan the map and insert it onto the page 

 

Editing the map image: 

 Scan the map at a resolution of 600dpi 

 Open the scanned map image in the photo manipulation program GIMP 

 Select the “Text tool” 

 Click the map where the stop is and type the relevant number and click “OK” 

 If the number isn’t in the correct location select the “Move tool” then drag the number to 

the correct location 

 Flatten the image once you've finished and before you save it. "Image"  "Flatten Image" 

 Save your map 
o Click "File"  "Save As" to open the 

Save Image box.  
o The first time you use it the save box 

doesn't show many choices. Click the 
"+" beside both "Browse for…" and 
"Select File…" to expand the selection 

 

o Chose the folder/place you wish to save 
the image as and also the type of file 
(JPEG image is the normal file type) 

o Click "Save" 
 

 Insert the 

saved map 

into the 

handout 
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Printing the handouts 

When printing the handouts you will need to “flip the page on the short edge” in order for both 

sides to be printed up the same way. 

Click “File”  “Print”  “Print on Both Sides”  “Flip pages on short edge” 

 

 


