
 

 

 

 

Best Practice Template Instructions 

 

 

 

Importing Templates into Best Practice 

 

 

 

 

 

1. Open New letter in the Templates menu  

2. Select Import  Templates   

3. Locate the downloaded file and click Open 

4. Select File > Import from the Menu Bar 

5. Save the template by selecting File > Save as  

6. Type in a new name for the template and click on Save. 


