Incorporating A Signature Tempalate in Word.

It is recommended that you create a signature template in word.   You can insert your signature information upon demand instead of re-typing your signature phrase each time.  It is very easy, just open a blank document in word, type in the far left corner or in the center of the page, {SIGNATURE1}, followed by your Full name in Capital letters, followed by your Title.  

Example Left:




Example Center:

{SIGNATURE1}



{SIGNATURE1}

JOHN W. SMITH



JOHN W. SMITH

Engineer




Engineer

Chief, NRO




Chief, NRO

When you are finished with your Word document input, to drop in your signature phrase template into a document, click on Insert at the top of the tool bar.  Click on File, use the browse button to find your signature tempalte file, and click on Insert.  You can make any many variations of templates as needed for your unit.  This effort will help minimize typing errors in your replacement phrase, name, tile, date, etc.etc.

Your template should reside in the “My Documents” folder.

