Instructions for the County Program Plan Cover Templates

Each county office will receive 30 pre-printed covers for your County Program Plan in campus mail.  These will need to be localized for your county.
County Program Plan Outside Cover 

On the County Program Plan cover, you will be adding your county name below UNIVERSITY OF MISSOURI EXTENSION in the bottom right hand corner.  To do so, highlight the word NAME and type in your county name in CAPS.  The cover will be ready to run through your printer.
County Program Plan Inside Cover 
For the inside cover, you will be inserting your county program director’s name and your office information.

The font is Arial 12.  It should not need to be changed.

1. Highlight the FNAME and LNAME, and type in the county program director’s first and last name.  This should be in ALL CAPS.  

2. Highlight Name, and type in your county name.  
3. Highlight street address, and type in your county office street address.

4. Highlight City, State, Zip, and type in your city information.

5. Highlight lines for phone and fax numbers, and insert your local numbers.  PHONE and FAX should be in CAPS.

6. Highlight the e-mail address, and type in your county program director’s e-mail address.

