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Form XXXX FR.XX –Instructions
Form Title:

Revision Date:
Form Instructions Template

Use this template when creating instructions for newly developed forms. 
Styles are the foundation of this template. Every time text is entered in a document, a style must be applied to that text. The style you select is based on the formatting desired. 
The following is a list of styles and a description of how they should be used.

	Style
	Purpose

	Heading 2
	Used to define the beginning of a section. 

	Heading 3
	Used to describe the topics related to a main subject

	Body Text 
	General text for the body of the paragraph that requires no indents, bullets or numbered list.

	Body Text Indent
	Body Text I

	Bullet
	· First level of bulleted text. 

	Bullet 2 
	· Second level of bulleted text. This bulleted list is used when a bullet is needed within a second level numbered list or when a second level of bullets is needed within a bulleted list.

	table head
	Used as the heading in two column tables or other tables that require a heading at the top of the table.

	table text
	Used for the body text in a table. 

	table bullet
	· First level of bulleted text in a table. 

	table bullet 2
	· Second level of bulleted text in a table. This bulleted list is used when a bullet is needed within a second level numbered list or when a second level of bullets is needed within a bulleted list.

	Numbered List
	1. Used for numbered lists.

2. To add another item in the numbered list, just hit the Enter key. The numbers will display sequentially.


The official version of this information will only be maintained in an on-line web format. Any and all printed copies of this material are dated as of the print date. Please make certain to review the material on-line prior to placing reliance on a dated printed version.
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