Tech Tips for Using the Templates
· Please download the documents to your computer and open them in Microsoft Word, if possible. 
· If a message pops up when you open the document that says, "You do not have permission to edit this document”, click “OK” and then click the “Enable Editing” button at the top of the document. You should then be able to make the edits you need. 
 
· [bookmark: _Int_scGWxobR]To save your document as a PDF file: Once all of your edits are complete, click "file", then "save as", then select "save as type" and select "PDF" from the drop-down menu. You can then attach the PDF file as an email attachment, if you're sending the document via email. 
