
HOW TO CREATE 

A BROCHURE 

To print (and preserve) these brochure 

instructions, click Print on the File menu. Press 

ENTER to print the brochure. 

Using this template, you can create a 

professional brochure. Here’s how: 

1. Insert your words in place of 
these words, using or re-
arranging the preset paragraph 
styles. 

2. Print pages 1 and 2 back-to-back 
onto sturdy, letter size paper. 

3. Fold the paper like a letter to 
create a three-fold brochure 
(positioning the panel with the 
large picture on the front). 

WHAT ELSE SHOULD 

I KNOW? 

To change the style of any paragraph, select the 

text by positioning your cursor anywhere in the 

paragraph. Then, select a style from the Style list 

on the Formatting toolbar. 

To change the picture, click it to select it. Click 

Picture on the Insert menu, and then click From 

File. Select a new picture, and then click Insert. 

 
Within City Limits, 

Report the Following to  

Bessemer Storm Water 

 Management: 

 

 

Vehicle  
&  

Equipment 
Care Management 

City of Bessemer 
Storm Water Management  

Educational Services Bessemer City Hall  
Storm Water Management Dept 

1700 3rd Avenue N 
Bessemer, AL 35020 

Phone (205)424-4060 
bessemeral.org 

If you see water pollution, 
unlawful dumping or an 
illicit connection to the 

storm drain system; contact 
The City of Bessemer 

Storm Water Management 
Department at 
 205-424-4060. 

 
 
Pollution from storm water runoff could be 
greatly reduced if each person living in our 
region would do just a few easy things to 
prevent it causes. Keeping vehicle fluids, yard 
debris, litter, and other materials out of the 
storm drain system is an important first step. 
Your part might seem small, but every little bit 
adds up to make a significant difference. 
 

 Read and follow package label directions 
when using yard chemicals or household 
cleaners. Save money by only using the 
amount you really need. 

 Fix or repair leaks on your vehicles and 
other equipment. Collect and recycle used 
oil. 

 Properly dispose of or donate old paint. 

 Capture rain water from your roof or 
downspouts for watering the lawn and 
inedible plants. 

 Secure your loads when transporting items 
or materials before driving on roadways. 

 Participate in Household Hazardous Waste 
Days to properly dispose of old cleaners, 
solvents, batteries, paint and other chemical 
waste.  

 Schedule an educational program for your 
organization, event, or neighborhood 
association.  

 

How Can You Help? 
 



HOW TO CUSTOMIZE 

THIS BROCHURE 

You’ll probably want to customize all your 

templates when you discover how editing and 

saving your templates makes creating future 

documents easier. To customize this brochure 

template: 

1. Insert your company information 
in place of the sample text. 

2. Click Save As on the File menu. 
Click Document Template in the 
Save as Type box (the file name 
extension should change from 
.doc to .dot). 

3. Next time you want to use it, click 
New on the File menu, and then 
double-click your template. 

ABOUT THE “PICTURE” 

FONTS 

The “picture” fonts in this brochure are 

Wingdings typeface symbols. To insert a new 

symbol, select the symbol character and click 

Symbol on the Insert menu. Select a new 

symbol from the map, click Insert, and then click 

Close. 

WORKING WITH BREAKS 

Breaks in a Microsoft Word document appear as 

labeled dotted lines on the screen. Using the 

Break command, you can insert manual page 

breaks, column breaks, and section breaks. 

To insert a break, click Break on the Insert 

menu. Select an option. Click OK to accept your 

choice. 

WORKING WITH 

SPACING 

To reduce the spacing between, for example, 

body text paragraphs, click in this paragraph, 

and click Paragraph on the Format menu. 

Reduce Spacing After to 6 points, and make 

additional adjustments as needed. 

To save your style changes (with the insertion 

point in the changed paragraph), click the style in 

the Style list on the Formatting toolbar. Press 

ENTER to save the changes and update all 

similar styles. 

To adjust character spacing, select the text to be 

modified and click Font on the Format menu. 

Click Character Spacing and then enter a new 

value. 

OTHER BROCHURE TIPS 

To change a font size, click Font on the Format 

menu. Adjust the size as needed, and then click 

OK or Cancel. 

To change the shading of shaded paragraphs, 

click Borders and Shading on the Format 

menu. Select a new shade or pattern, and then 

click OK. Experiment to achieve the best shade 

for your printer. 

To remove a character style, select the text and 

press CTRL+SPACEBAR. You can also click 

Default Paragraph Font on the Style list. 

BROCHURE IDEAS 

“Picture” fonts, like Wingdings, are gaining 

popularity. Consider using other symbol fonts to 

create highly customized icons. 

Consider printing your brochure on colorful, 

preprinted brochure paper—available from many 

paper suppliers. 

 

 

 

 

 

 
 

 

 

 

 

 

 
 
 
 

 Use a proper drop cloth as well as a drip pan 
large enough to capture the oil or fluid as it 
drains. 

 Take the filled containers to an oil change or 
retail facility that accepts used oil for 
recycling. 

 Used oil filters and other fluids are recyclable 
at some auto parts and service centers. 

 

Responsibly changing 
the oil and other 
fluids in your vehicle 
is easy to do with a 
little planning and 
proper equipment. 

An estimated 180 million gallons of used oil is 
improperly disposed of each year! 

 

Spill and Waste Cleanup 
 
Fluid spills and improperly discarded materials can 
enter our local waterways if they come in contact 
with storm water. Common waste generated by 
residents performing their own automobile 
maintenance include: solvents; antifreeze; brake 
fluid and lining; batteries; motor oils; fuels and 
lubricating grease. 
 
Here are a few ways to quickly and effectively 
respond to spills and properly discard wastes: 
 

 Keep absorbent material such as cat liter on 
hand in case of spills. 

 Sprinkle absorbent material over the spill, 
wait until the spill is absorbed, and sweep up. 

 Properly dispose of the material according to 
product label. 

 Avoid using water to clean up the work area. 

 Never pour any liquid waste down a storm 
drain or in a roadside gutter or ditch. 

 

Washing the car on a grassy area allows 
wash water to soak into the ground,  

not enter a storm drain. 

Oil and other fluids 
leaked or spilled on 
paved areas carried by 
storm water into the 
storm drain system. 

 

 

Care and maintenance of vehicles and other 
motorized equipment is important in keeping 
them in good working order and protecting 
your purchases. Many activities associated 
with cleaning, changing fluids, and repairing 
cars and other equipment have the potential 
to contribute to storm water ( rain water) 
runoff pollution. Using common sense and 
good housekeeping practices in these 
activities can help protect water quality in 
local rivers, creeks, streams, and lakes. 
 
Storm water on streets, parking lots, and 
driveways comes in contact with oil, grease 
and other fluids that have dripped from cars 
and equipment:  asbestos from brake linings; 
zinc from tires; and organic compounds and 
metals from spilled fuel, and carries it into 
storm drains. This untreated storm water is 
called polluted runoff. Polluted runoff flows 
through the storm drain system and directly 
into local waterways where it can contaminate 
water and kill fish and other wildlife. 
 
 
 
 
 
 

 
Leaks and Drips 

A small leak from your vehicle may not seem 
like a big deal, but when each car in a large 
parking lot drips just one drop of fluid, the 
cumulative negative effect on water quality 
can be enormous. 
 

 Routinely monitor for leaks and use drip 
pans to collect fluid until the leak is fixed. 

 Follow recommended maintenance. 

 Carefully fuel to avoid drips or spills. 

 

Care and Maintenance 
 

Oil and Fluid Change 
 

 
 

Whenever possible, wash your car at a 
commercial car wash. These facilities have 
equipment that collects wash water for re-
use and separates out oil and grease for 
proper disposal. When washing vehicles and 
other equipment at home, following these 
tips will help prevent the wash water from 
entering the storm drain system and 
harming water quality: 
 

 Wash vehicles and other equipment on 
grassy areas rather than in your driveway 
or street. 

 Use organic or other non-toxic cleaning 
products. 

 
 

 
 
 
 
 
 

 
 
 
 

Product Purchase and Storage 
 
Buying and storing products can be 
responsible and safe when you follow a few 
easy steps: 
 

 Store products so they are not exposed 
to storm water. 

 Keep opened products tightly capped 
and upright to avoid spills. 

 Purchase only what is necessary for the 
job to avoid creating the need for proper 
disposal of leftovers. 

Storm Water Pollution Causes 
 


