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Delete this text before typing your first memo

This template is designed for photocopied documents. If you are mailing written correspondence off-campus, use printed MSU letterhead, available for purchase through:

http://www.montana.edu/cpa/graphics/forms/lh-ordering.html
To customize the template for your unit (first-time use):

1. On the View menu, click Header and Footer.

2. In the box at the lower left, type your Office/Unit contact info. Do not change the font (which is Arial Narrow) and do not type anywhere else on the page—including in the scholar's margin (white bar at the left-hand side of the page) or under the MSU logo. If you need a letterhead template that includes your college or agency's brand extension, contact the communications specialist for your organization. Or, to order a custom electronic letterhead, go to the Web site above. The charge is $15.

3. When you have entered your information, un-check Header and Footer under the View menu again to return to the normal view. Note that the logo and contact information will appear "grayed out" in the template. Don't worry--it will print just fine.

4. On the File menu, click Save, and then close the file.

We recommend saving the file as a template in order to prevent accidentally modifying your contact information. If you need instructions on saving and using a template, go back to the downloads page and click on the instructions for Mac or Windows templates.

For technical help with this document, contact the ITC Help Desk at 994-1777.



