
 

 

Changing Lives 

Template Instructions 

1. Type in today’s date on page 1. 

2. Change all the “(Your)” references to the 

actual name of your county. 

3. Change the “(Your)” reference in the title 

box on page 1, and the box on the back 

page to the actual name of your county. 

This box can be moved to the last page of 

the report if it’s two pages. Enter contact 

information. 

4. Highlight at least two programs that are in 

the POW (include those programs that 

reach across program areas). 

5. No more than two (2) photos per page. 

6. Limit document to four (4) pages. 

7. Include public value statement for at least 

one (1) program area (see structured 

templates for examples). 

8. The programs included should focus on 

addressing local (county-based) issues. 

9. The list of priority program efforts (in the 

right column, page 1) can be obtained from 

your county priority indicators (i.e., KERS 

report/Link Blue login). Choose at least five 

(5) to include in this report. 

10. The template design gives optional 

styles for quotes, titles and column widths. 

These elements are interchangeable with 

the final design. 

Tips:  

 To create a text wrap around an 

image, place the image and right 

click on it, choose “wrap text/square”. 

 To move the contact information box 

on page 4, hover over it and click on 

the box, copy, go to the page you 

want to insert this box, click and 

paste. 

 If you prefer all Black text, highlight 

color text and go to “format/font” or 

the toolbar symbol. 

 The columns are connected page to 

page so if you see the symbol 

this tells you the column has more 

space or text to show. 

 The header, footer and page design 

are on master pages, so they can’t 

be altered.  

 

 

 

 

 

 

 

 

 

 

https://warehouse.ca.uky.edu/kers/login.aspx
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