Microsoft Office How-To Tip for Teachers

Submission Form
Please provide the following information, and then send this template to teachers@microsoft.com. 
Each submission will be reviewed by our editorial team. If your How-To Tip is published, you will receive recognition, plus an Office Tips for Teachers T-Shirt.

Contact Information
	Your Name:

	School/Organization:

	Email Address:

	Description of your Office How-To Tip:
(To see examples of current Office How-To Tips, go to http://www.microsoft.com/education/?ID=HowTo)
Title of Tip (include a suitable name for your Office How-To Tip):

	Curriculum Areas (include which curriculum areas this tip supports): 

	Level (if relevant for a particular level, include the age levels): 

	Application (include which Office application this How-To Tip supports):

	Description (include a brief description of the How-To Tip): 

	Curriculum Connection (include a brief description of how this How-To Tip is linked to the curriculum):

	How To (include the steps required to complete this How-To Tip):
Please attach any images that help describe this Tip. Image files should be 100KB or less and in one of the following formats: bmp, gif or jpeg. 


