Creating a Customized E&STP Manual


For those of you interested in using the class manual template and customizing it for your use later:

1. Open the E&STP Manual template using MS Word.
2. Use Edit-Replace (Ctrl+H) to find and replace the following text strings with any desired replacement text.  
	Phrase
	Replacement
	Sample Text

	&RFP#


	RFP Number
	DMV MCD05-0001

	&Project_Name#


	Project Name
	Great New System

	&Manual_ Date#

	Manual Publication Date
	January 31, 2008

	&Dept_Name#


	Department Name
	CDAAA

	&Dept_Address#
	Department Address
	101 Any Street^pSacramento, CA 95814

	&Dept_Offficial#

	Name of RFP Team Leader
	Great Leader

	&Phone_Number#
	RFP Team Leader Phone Number
	(916) 375-0000

	&RFP_Email#


	Email Address for RFP Team
	leader@dcaaa.ca.gov


3. Save the document under a unique name on your PC desktop.  You now have a manual template that you can edit as appropriate for any specific RFP.
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