Service Member and Family Support Program Template

Use and Print Instructions
How to Use This Booklet Template

This booklet is based on a resource created by the Service Member and Family Support Program of the North Dakota National Guard.  With their permission, this template was created for State Family Program Directors and Reserve Family Program Managers working with geographically dispersed service members and families from any Service. This booklet can and should be customized for your purposes.  Some programmatic information has been included to give you a sense of the kind of information you may want to include.  Depending on resources available in your area, state, or region, and on the resources you want to highlight, you may choose to add or delete programmatic information.  You can also easily edit the existing content to more specifically speak to the programs or resources available to the service members and families you serve.  


Every program description follows the same format:

· Mission

· Program Highlights

· Contact Information

To make the booklet as user-friendly as possible, we suggest that if you add or edit programmatic information, that you use the same format for your content.  Please further customize the booklet by adding specific contact information for each program in the format noted throughout the booklet or in a format that best suits your purposes.
This booklet is currently set up as a book-fold booklet and it will automatically paginate when printed. It also utilizes styles for all headings and body copy. To maintain consistency, please apply these styles to your new content as you work in the document.
About Pagination
This document is currently twenty pages. It has been set up in increments of four so it will print as a booklet. In order for the document to print correctly, the total number of pages must remain divisible by four (e.g., 16, 20, 24, 28). If you choose to add or remove content, your booklet will have blank, white pages at the end of it unless the total number of pages remains divisible by four. 
To Print a Booklet 
1.   On the File menu, click PRINT
2.   Next, click on the PROPTERTIES button 
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3.    If your printer is a duplex printer (automatically prints on both side of the paper),  
in the PROPERTIES dialog box, set the following options on the LAYOUT tab:
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a. Orientation: Portrait

b. Print on Both Side: Flip on Short Edge

c. Page Order: Front to Back

d. Page Format: Pages per Sheet: 1
e. Click OK 



4.    If your printer is not  a duplex printer, in the Print dialog box, select the MANUAL DUPLEX 
check box. Word will print all of the pages that appear on one side of the paper, and then prompt you to turn the stack over and feed the pages again.




5. Place your pages together, and bind them with staples along the spine of the booklet (optional). Then, fold your pages down the middle.
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