[bookmark: _GoBack]Brief Instructions for Completion of ALTA Best Practices Templates


(1) Add Law Firm’s name in the Company field of the Document Properties.  When added here, the firm name will automatically populate the firm name wherever needed in the document.  If the firm name changes at some future point, changing it here will update the name in all locations in the document.  To access the Company field:
· In Word 2010 (pictured below), go to File/Info/Show All Properties
· In Word 2007, go to the Microsoft Office Button/Prepare/Properties.  Select Advanced Properties in the Document Properties information drop-down menu.  The Company field is located on the Summary tab.
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(2) Items that need to be completed in the Policies and Procedures sections (for which there is no sample text) are indicated by red font.  Highlight the instructive text that appears in these areas and then type the information needed.

(3) Some sections in the Policies and Procedures include sample text to help you get started with completion of the section.  An introductory explanatory statement in red font and highlighted in yellow precedes the sample language.  This explanatory statement should be deleted before finalizing the document.

(4) No sample answers are provided in the Checklist sections as these are specific to each office and the information needed is self-explanatory.

(5) If you desire to change any red font to black font after you have completed all sections of the document, you can easily do so by choosing Select All and then selecting black as the font color.  To do so, in Word 2010 and Word 2007, on the Home tab, go to the Editing group and choose Select and then Select All.

[image: ]
image1.png
W d9- 0l

LR rome  nser

BPL sample policies & procedures CT Form 8-4-14 Test 2.docx - Microsoft Word

Pagelayout  References  Developer  Mallings  Review  View  Acobat  smaSUETools  Avery

FE
) mansave

B ssveas

31 save as Adobe PDF

25 Open

Recent
New
print
Save & Send

Help

3 options

B et

Information about BP1 sample policies & procedures CT ...
‘CA\Users\speight\Documents\KWS FOLDERS\ALTA BEST PRACTICES 2013\Chicago Tite\BP1 samp.

Permissions
R e ——
Pt

Document -

Prepare for Sharing
Before sharing this file, be aware that i conteins:

Document properties and related dates

Footers

Content that people with disabilties are unable to read

Versions
R ——
=
=

Properties *

Size
Pages

Words

Total Editing Time:
Title:

Tags

Comments

Related Dates
Last Modified
Created

Last Printed

Related People.
Author

Last Modified By

Related Documents

42aK8
s

1299

160 Minutes

ALTA Best Practice 1
ALTA Best Practice 1
Add comments

Today, 7:31 PM
Today, 4:47 PM
153 PM

Today,

Add an author

Katny Speight

3 Open e Locaton

o Shomsizopens >





image2.png
(W] I= BP1 sample policies & procedures CT Form 8-4-14 Test 2.docx - Microsoft Word Table Tools,
Home  Inset  Pagelayout  References  Developer  Mailings  Review  View  Acobat  smaSUNETools  Avey | Design  Layout
i save . - - -
B smanse Information about BP1 sample policies & procedures CT ... S
CA\Users\speightia Documents\KWS FOLDERS\ALTA BEST PRACTICES 2013\Chicago THIe\BP1 samp...
Save as
31 Save as Adobe POF -
Permissions
&5 open % Anyone can open, copy, and change any partof this document.
Protect .
plrtect Properties
size 2668
Pages s
Words 1305
> e o) N Total Editing Time 153 Minutes
. @ Before sharing thsfile,be awar thatt contains: e R
Checkfor Document properties and related dates Tags ALTA Best Practice 1
Issues ~ o Comments
print ‘Content that people with disabilties are unableto read S e
status
pasaiad 3 Categories ALTA Best Practices
Versions Subject ALTA Best Practice 1
) | D e ssomtmionme .
M | ATIORNEY FIRM NAME HERE |
2] options. v':.i;!:.f. &) Today, 6:00 PM (autosave)
Bea @) Today, 5:50 PM (autosave) Related Dates
@] Today, 5:14 PM (autosave) LostModified  Today, 701 PM
) Todsy, 504 PM (autosave) Created Today, 4:47 PM
Last Prnted Today, 5:53 PM





image3.png
Properties *

Size
Pages

Words

Total Editing Time:
Title:

Tags

Comments
Template

Status

Categories
Subject

42aK8
B

1297

162 Minutes

ALTA Best Practice 1
ALTA Best Practice 1
Add comments
Normal.dotm
Addtext

ALTA Best Practices
ALTA Best Practice 1

Hyperlink Bast





image4.png
# Find -

&, Replace

I3 select~
Eatting





