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Efficiency Through Technology 

 

TEMPLATES 

5 STEPS TO SUCCESSFUL TEMPLATES 

1. Supervisor Buy-In – when your supervisor approves creating and making use of the templates, you are 
leveraging the efforts of your whole team to use and contribute to making templates 

2. Create Master Documents – Get input from your team, supervisor and end users, refine until you have 
all the necessary information, the template is clear and easy to use 

3. Limit Access – 1. Save the templates in a network folder that has read permissions for everyone but not 
write (save over) permissions, or 2. Use password protect on each document, or 3. Save the document 
as a Microsoft Template File so users always get a copy and not the original 

4. Mandatory Use – Supervisor needs to give clear instruction on where to get the form, making sure users 
are getting the form at that location every time and not saving it on their computers, and that use of the 
form in this way is mandatory 

5. Upkeep – One or two people need to be assigned to the task of making updates to the templates 
whenever changes are necessary 

 

 SUGGESTIONS FOR TEMPLATES 

1. Pre-Bid/Proposal Meeting Agenda 

2. Solicitation Development Form – use to get answers to standard questions you’ll need to draft your 
solicitations 

3. Solicitation Timeline – use Excel to automatically calculate time between steps  

4. Bid Form – create in Excel with calculations and protected cells 

5. Minimum Requirements Checklist – fill in your template with information for each solicitation when 
you’re done drafting it so you don’t have to worry about finding the requirements later 

6. Proposal Template – have proposers fill out a template to respond to an RFP instead of creating their 
own - It’s easier for them, and a LOT easier for your evaluators 

7. RFP Evaluation Plan – checklist of every step from drafting to sending executed contract 

8. Infrequently used documents – add user prompts to make the template easy to complete 

9. Internal routing forms/Special request forms 

 

TEMPLATE RESOURCES 

1. State of Oregon Templates: http://www.oregon.gov/das/Procurement/Pages/Template.aspx  

2. NIGP Document Library, search “template” or “contract” then Refine by Topic on the left:  
http://www.nigp.org/home/find-procurement-resources/document-library  

http://www.oregon.gov/das/Procurement/Pages/Template.aspx
http://www.nigp.org/home/find-procurement-resources/document-library
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BOOKMARKS 

 

  

ADOBE PDF BOOKMARKS 

1. Use the Combine feature to 
combine the contract with all 
exhibits and attachments (image 
are showing Adobe Acrobat DC) 

2. Navigate to the first page of each 
section you want to bookmark 

3. Create a bookmark and name it 

 

WEBSITE BOOKMARK SUGGESTIONS: 

1. Your team’s website pages: homepage, forms, directory 

2. Often used pages: State Business Registry, IT helpdesk, legal authority (Council, Auditor), COBID 

3. Rules and Regulations: agency code/charter/policies, state statute, federal regs, BOLI, QRF 

4. Cooperative Purchasing Resources: Chapter ICP website, ORPIN, ProcureSource, NASPO, HGACBuy, 
NJPA, NIPA, US Communities, TCPN, local agency links: City of Portland, MultCo, Port of Portland, Metro, 
Portland Public Schools, City of Seattle 

5. Procurement Training and Resources:  Internal agency training, NIGP, OPPA, Columbia Chapter, ISM, 
NASPO, UPPCC, iLearnOregon, CIPS, CPPC CCMP, NCMA, NPI, SCMA, Responsible Purchasing Network, 
NCPCC 
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FILE SHORTCUTS 

1. Open Windows Explorer  and navigate to the folder or file you want to create a shortcut to 

2. Drag and drop it into the top left under Favorites 

3. Navigate to any folder or file easily by opening Windows Explorer and clicking on the shortcut you’ve put under 
Favorite 

This icon  tells you it’s a shortcut to a file, not the file itself. 
 

 

Create groups of shortcuts such as: My Contracts, My Templates, specific Network Folders, etc. 

1. In your personal drive on the network, create a folder you want to put your group of shortcuts in 

2. Drag this folder to the Favorites 

3. Add shortcuts to the folder by RIGHT clicking and dragging to the folder, then choose 
“Create shortcuts here” 
  

 

When you click on a folder in your Favorites, the location or file path of that folder is shown at the top 

 
The contents of the folder are shown in the window on the right 

This folder contains shortcuts  to these files that are in all different locations on the network.   

It also contains folders  and documents  
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EMAIL TEMPLATES

One time: 

1. Open Windows Explorer and navigate to a 
place on the network that you want to keep 
your Email templates  

2. Create a new folder and name it Email 
Templates  

3. Drag the Email Templates folder to your 
Favorites to create a shortcut 

 

To create the email template: 

1. Open a new email 

2. Write your email and check it thoroughly since 
you’ll be sending it over and over 

3. Delete your signature line - it will be added 
when you use the template 

4. Attach any files referenced in the email 

5. Add Subject Line and email addresses if it will go 
to the same person(s) 

6. Go to File/Save As 

7. Change the Save as Type to Outlook Template 
(.oft file) 

 

8. Click on your Email Templates shortcut in 
Favorites 

9. Give it a File Name and Save 

 

To use an email template: 

1. Open Windows Explorer 

2. Click on your Email Templates shortcut in 
Favorites 

3. Double click on the name of the email you want 
to send 

4. Make any changes necessary and hit send!  

 

 

 

Possible Email Templates 


