SETVICES, NC.

Sample Templates

A template is a blueprint of how the text, formatting, and graphics will be displayed in a document.
Creating an organized and inclusive template can drastically reduce the time spent creating new
documents or spreadsheets. The more information provided in a template, the less information a user
must manually type. Templates provide consistency and uniformity in standard company documents
such as letters, memos, faxes, and expense reports.

Microsoft Word Templates

This sample Word template is a fill-in form converted from a WordPerfect file. It allows users to enter
general Position information on the top and then rate each candidate using the scoring table at the
bottom. The Total Score automatically calculates as each score is entered. The form is protected and
saved as a template to safeguard it from overwriting. Users can only add, edit, or delete information in
the grayed areas.
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