	DOCUMENT TITLE

DOCUMENT SUBTITLE
	Contact information:
phone
email

	Start with an introductory paragraph written in complete sentences. The font used for the body text is Gill Sans, a Windows system font. The type size is 11 point. The document has ½” margins. 
Make a new paragraph to write a sentence describing your instructional goals. To change the spacing between paragraphs, access the Paragraph properties to adjust Spacing. This template is set to 3pt spacing before and after each paragraph.
	

	SECTION HEADING (TYPE SHIFT + F3 TO CHANGE TYPE TO UPPERCASE)
	

	Body text should be written in complete sentences. To insert another row in this section, click the Table tab, then Insert. To divide this cell into multiple columns, access the Table Layout tools for the Split Cells command. 
If you want to insert visible border lines between rows, use the Borders and Shading tool to make thin, gray lines (not black). Note that the dotted blue lines in this table will not print.
	Insert notes alongside the relevant text.
The font used for Notes is Gill Sans,  8 point.

	If you insert an image, paste it into the cell with its related text. To adjust an image’s size, click to select it then drag by its edges. To remove unwanted edges from the image, double-click to access Picture Tools to find the Crop tool. Drag from the edges to crop the image.
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Whenever possible, use screenshots instead of clip art. Clip art is clutter, not content.
	

	NEXT SECTION HEADING (TYPE SHIFT + F3 TO CHANGE TYPE TO UPPERCASE)
	

	Follow the guidelines above to create a new section of body text, adding rows and/ or splitting cells to create new columns as you go.
	Remember to adjust the Cell Alignment so that your text is logically positioned vertically within the table cell. This is especially important when your columns are not of equal length, as in this row; both of these cells are aligned top-left.
	

	For best results, keep your document to an even-numbered page length of 2, 4, or 6 pages. Try to avoid page breaks in the middle of a section. You might need to add or remove text to fit. 
	


