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Resources & Cutting Guide 

For Box 

Cut in chipboard- 

Two pieces 12.25 x 10.5 inches. Glue these 

one on top of each other to make one strong 

piece 12.25 x 10.5 inches. 

Six pieces 12.25 x 3.5 inches. Glue four of 

these one on top of the other to make two 

pieces 12.25 x 3.5 inches. Instructions for 

the other pieces in the Box tutorial.  

Four pieces 10.5 x 3.5 inches. Glue four of 

these on top of each other so you have two 

pieces 10.5 x 3.5 inches. 

Two pieces 12.25 x 7 inches. What to do 

with these will be explained in the tutorial.  

From card - hinges and attachments – cut 

strips of good white card at 2 inches and 

score at 1 inch and fold so you have a long 

piece of white card folded in half 

lengthways. I used 12 x 12 inch card for 

this so my hinges were 12 x 2 inches which 

I then cut to size as I needed it.  

Two pieces of Tyvek to use as the lid 

hinges roughly 2 x 12.25 inches 

 

For Diary/Birthday Book 

Please cut -  

Twelve pieces of card 7 x 9.25 inches, 

scored on the 7 inch side at 0.5 and 0.75 

inches 

Twelve pieces of card cut 7 x 3.5 inches, 

scored on the 3 inch side at 0.5 inches and 

on the 7 inch side at 0.5 and 6.5 inches (to 

form a U shape with the score lines) 

Eight pieces of chipboard, 9.25 x 0.5 inches 

One piece of patterned paper cut 9.25 x 3.5 

inches scored on the 3.5 inch side at 0.5; 

0.75; 1; 1.25; 1.5; 1.75; 2; 2.25; 2.5; 2.75; 3 

inches 

Patterned paper to decorate  

 

For Large Policy Envelopes 

For each envelope (please make two) 

One piece 11 x 10.25 inches from plain card 

One piece 12 x 9.5 inches from plain card – 

score at 0.5 and 11.5 inches on the 12 inch 

side and at 0.5 inches on the 9.5 inch side to 

form a U shape with the score lines.  

One piece from plain card 11 x 4.5 inches. 

Score at 0.5 inches on the 4.5 inch side. 

 

For File Folders 

For each (please make three) –  

One piece of patterned paper 11.75 x 9.5 

inches 

One piece of patterned paper 11.75 x 9.25 

inches – score at 0.5; 0.75; and 1.25 inches 

on the 9.25inch side. 

 

Tools  

Knife or trimmer: score board ; bone folder; 

wet glue ; ribbons; patterned papers of your 

choice (I used the complete Bella Rosa 

Collection from BoBunny including 12x12 

paper collection, sticker sheet, ephemera 

pack, 3d chipboard, chipboard stickers etc); 

embellishments, magnets (I used three); ink 

for edging if desired 

 

http://www.charmedcardsandcrafts.co.uk/acatalog/Doodlebug_Bazzill_-_Black_through_to_White.html
http://www.charmedcardsandcrafts.co.uk/acatalog/Paper_Trimmers_.html
http://www.charmedcardsandcrafts.co.uk/acatalog/Ribbons.html
http://www.charmedcardsandcrafts.co.uk/acatalog/Bo-Bunny-Bella-Rosa.html
http://www.charmedcardsandcrafts.co.uk/acatalog/Bo-Bunny-Bella-Rosa.html
http://www.charmedcardsandcrafts.co.uk/acatalog/Tim_Holz_Distress_Inks_and_Reinkers-p1.html
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The Box 

Firstly cut out all the pieces of chipboard as 

detailed above in the Resource and Cutting 

Guide and glue together as listed. 

 

Next take one of the single pieces sized 

12.25 x 3.5 inches and glue it using lots of 

wet glue onto the single piece sized 12.25 x 

7 inches lining it up with the long outside 

edge of the larger piece so they are directly 

on top of each other as the diagram below, 

and leave to dry. Repeat with the remaining 

two single pieces of chipboard. You should 

be left with seven pieces of chipboard of 

various sizes.  

 

 

 

 

 

 

Next take one of your long pieces of white 

card (I will call this a hinge from now on) 

and glue one of the one inch sides to the 

12.25 x 10.5 piece of chipboard. On the 

other 1 inch side glue one of the pieces of 

chip board measuring 12.35 x 3.5 inches. 

Leave a small gap of about 1/8 of an inch 

between the two pieces of chipboard as in 

the photo below.  

 

Add a load of wet glue into the gap you 

have just made between the two pieces of 

chipboard. Stand the smaller piece on top of 

the larger piece and leave to dry. You will 

have to find a way to support it as it dries.  

 

Two pieces thick 

thick 

One piece thick 

thick 
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The photo below is what the outside of this 

piece will look like. 

 

 

Then using another hinge attach the next 

piece of chipboard in the same way. The 

piece you will need to attach is 12.25 x 7 

inches with the double thickness piece 12.25 

x 3.5 at the bottom. You can see how they 

go together in the photo below.  

 

Once again you will need to load the gap 

between the two pieces of chipboard with 

wet glue, stand it up and allow it to dry in 

the shape below.  

 

Next, take the two pieces measuring 10.5 x 

2.5 inches and tidy opposite edges using 

hinges as below. You need to cover the 

edges that will be visible when you open the 

box. Remember the bits you are covering 

are “opposites” so bear this in mind when 

you are figuring out which bits to cover. 

 

Here’s what it looks like when the box is 

open and all put together. 
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Now you will need to add the paper hinges 

to the outside of these pieces as below.  

 

When this is dry put lots of wet glue on the 

outside of the chipboard and on the hinge as 

in this photo. 

 

You now need to attach this to the side of 

the box and wrap around the hinges as you 

can see in the next series of photos. 

 

These edges 
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Repeat for the other side of the box. 

 

Your box will now look like this. 
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For the box lid take the last piece 

measuring 12.25 x 3.5 inches and attach it 

to the piece measuring 12.25 x 7 with the 

double thickness piece measuring 12.25 x 

3.5. The double thickness piece is the bit 

you will attach at the hinge.  

 

Now you need to add the “tidying” hinges 

around the shorter two sides of this piece 

and one of the longer (where the single bit 

of chipboard is) 

 

 

 

You will now have to add lots of wet glue 

between the gap and stand to dry in an L 

shape with the double piece of chipboard 

attached to the single piece facing into the 

bend. It is really important that you get this 

alignment right as when closed the two 

single bit of chipboard will form a double 

one where they overlap.  

These edges 
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When this is all dry add your final hinge to 

the 12.25 inch side of the 12.25 x 3.5 inch 

side of the lid and attach it to the back of 

the box. Ideally, rather than paper you 

could use Tyvek which will offer an 

untearable hinge.  

You might have to play a little with the 

alignment before it dries to ensure a good 

fit.  

This is what the front of the box will now 

look like with an openable flap. 

 

This is what the back of the box will look 

like 
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Side view 

 

For strength add another Tyvek hinge to 

the inside of the box lid where it is 

moveable. 

 

Add three magnets to the front of the box 

and align the corresponding magnet with 

the top flap that opens upwards.  

 

I generally cover one of the magnets with 

some Tyvek to strengthen it and protect 

the covering the paper but this step is 

purely optional. 

 

This is what your undecorated box will 

look like. 
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Take some ribbon and fold and staple as 

below 

 

Glue these onto the back of the front flap of 

the box. These are like handles that you 

will use to open the box. 

 

We are now going to start to decorate the 

box. Cover this part of the flap with 

trimmed patterned paper. I have inked the 

edges of all of mine for definition. It helped 

to clip the paper over the ribbon whilst it 

dried to ensure a good stick. 

 

Cover the rest of the box as your heart 

desires! 
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Don’t forget to also do the inside!

 

Embellish the outside of the box however 

you like. 

 

 

 

Finally, make the charm hanger for the side 

of your box. I have used charms and 

trinkets from the Ephemera Pack and 

backed some of the chipboard shapes with 

patterned paper. Tie on some ribbons for 

extra interest and attach to the side of the 

box through an eyelet. 
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File Folders 

We will be making three file folders. They 

are all done in the same way. First cut and 

score your patterned paper according to the 

cutting guide.  

 

I made the tabbed edges for my folders with 

one tab top left, one top middle and one top 

right. You can either do this using a 

Memory Keepers Envelope Maker or just 

http://www.charmedcardsandcrafts.co.uk/acatalog/We_R_Memory_Keepers_Punch_BOards.html


13 
 

measure and cut by hand. Each of my tabs 

is four inches long 

 

 

Next glue the front of the file folder to the 

back. The back of the file folder will be 

slightly higher than the front. I glued the 

back inside the front so there was a nice 

overlap of patterned paper as a design 

feature – as below.  

 

 

 

Decorate your folders. 
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The Diary/Birthday 

Book. 

Cut your base papers from plain card as per 

the cutting guide.  

 

For each “page” you will need one large 

piece and one small piece. The smaller piece 

becomes the pocket.  

 

Take the smaller piece and mitre the 

corners as below. 

 

Then fold on the score lines and burnish so 

you have a shape as below.  

 

Next you need to glue this pocket to the 

bottom of the larger piece. Glue it so it 

aligns with the very bottom of the page 

between the cut edge of the page and the 

score lines. 
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Do six pages with the score lines on the left 

and six pages with the score lines on the 

right of the page.  

 

It is easiest if you next decorate your pocket 

pages just by adding patterned paper at this 

point.  

 

You will then need to take ten of your 

decorated pages – five where the score lines 

are to the left and five where they are to the 

right and glue them back to back at the 

bottom of the page and the side of the page 

opposite the score lines.  Also glue the 

pages together by gluing between the two 

0.5 and 0.75 score lines. This means you 

end up with five back to back pages with an 

opening at the top like a pocket and pockets 

at the bottom of each page on the front and 

the back.  

 

Next take the ten pieces of chipboard, and 

all of your pages – five will be the back to 

back glued pockets and the two pages 

where there is only a glued pocket on one 

side. These are your front and back covers. 
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Take the front cover where the added 

pocket is to the left of the score lines and 

glue a piece of the chipboard on the 

pocketed side at the very edge of the page – 

up to the score line on the 0.5 inch mark. 

 

 

Next, glue the next page on top of the 

chipboard (this page will have the back to 

back pockets) On the back of this page glue 

another piece of chipboard and keep 

layering chipboard and pocketed pages until 

you are left with the plain back cover with 

no pockets. At this stage you should also 

have two pieces of chipboard left over.  

 

 

I found it was helpful to clip this whole unit 

together whilst it dries. Now you can add 

patterned paper to the plain front and back 

covers. 

 

To cover the binding we are going to take 

the two remaining pieces of chipboard and 

the patterned paper with the score marks at 

0.25 inch increments 
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First “train” the paper into a curve by 

gently folding along the score lines – not 

folding in a definite manner but using the 

score lines to curve the paper. 

 

 

Next glue the last two pieces of chipboard 

to the outside edges of this curved piece of 

patterned paper as in the photo below.  

 

Now fold this chipboard round on itself and 

glue to the paper so that when attached to 

the cover of the book no chipboard can be 

seen. Glue these two edges to the front and 

back of the book. Clipping it whilst it dries 

will provide a strong straight bond. 
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Your book spine cover will look like this -  

 

Make five tags to slip between the diary 

pages. Each of these is 5.25 x 6 inches. Cut 

a pull tag from patterned paper and adhere 

to the top of the tag. When dry slip 

between the pages at the top of the album. 

 

To complete your book print out the insert 

sheets and put into your book – doing it 

this way means that it won’t need to be 

completely remade year after year. 

 

Add in little items of ephemera for added 

interest. 

 

You can now decorate the front cover. 
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Policy Envelope Folders 

Please make two of these. 

Cut out your base papers as per the Cutting 

Guide.  

Take the piece with the U shaped score 

lines and mitre the corners where the score 

lines cross.  

 

Fold on the score lines and burnish well. 

 

Glue this pocket to the piece of card that 

measures 11 x 10.25 inches aligning the 

bottom of the pocket with the bottom of the 

back page. Then take the piece measuring 

11 x 4.5 inches and fold and burnish on the 

score line. This is the flap of the envelope. 

Glue the 0.5 inch flap to the top of the 

envelope so that when it is closed it covers 

the top of the opening.  This photo is of the 

envelope folder with the top flap open and 

all internally matted with the patterned 

paper. 

 

 

Decorate the two folders with patterned 

paper. 

 

For the closure of the envelopes cut two 1 

inch circles and put a brad through the 

middle of each circle. Attach a length of 

ribbon behind one of the brads and then 

attach this whole unit to the envelope flap 

(its best to do this before you mat the inside 

of the envelope). Attach the other circle and 

brad directly below this unit on the bottom 

front of the envelopes as in the photos.  
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Your Household Command Centre is now 

ready for action! 
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Copyright © 2016 by Charmed Cards and 

Crafts  

All rights reserved. No part of this 
publication may be reproduced, distributed, 
or transmitted in any form or by any 
means, including photocopying, recording, 
or other electronic or mechanical methods, 
without the prior written permission of the 
owner.  

Albums created from this tutorial cannot be 
sold for profit. Gift giving or one offs for 
charitable purposes are acceptable. 

 


