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TEMPLATE INSTRUCTIONS

To save these templates for future use:

1)  Double click on file to open it in word

2)  In the "File" menu, select Save As
3)  Navigate to the following file location on your hard drive:


c:\program files\microsoft office\templates\memos

4)  Save the file in this location.

To use the template:

1)  Open Microsoft Word

2)  In the "file" menu, select new
3)  At the top of the window select memos
4)  Double click on the Sun Logo Memo file

5)  When you save this file, it will save as a document and preserve the original template in its original location

