1.
Award nomination requests are fill-in forms created in Microsoft Word. They are usable on PCs. They can be filled in and mailed via email to the Awards Chair.

2.
The fill-in forms are locked. It is not possible to add pages, or change the text in any place other than the grey fill-in boxes.

Caution: When a user closes a Microsoft Word fill-in form, the software may not warn the user to SAVE the file before closing it, or offer the option to SAVE before closing once the CLOSE option has been chosen. Be sure to save files regularly to prevent serious loss of data.

3.
Before the forms are filled in, the users should put the name of the nominee and award type as the name of the file, as in NamePreservation.doc. This will allow the Awards chairman to easily locate the award information once the information is emailed.

4.
Basic form information

· Users will not be able to change anything on the form except what they type into the grey boxes.

· Users will be able to type within grey boxes. The boxes will expand to hold however much information they need to put into it. Information can be deleted and added at any time.

· The computer TAB key or PAGE-DOWN key will carry the cursor to the next fill-in box.

· If users make a mistake, or wish to go back to a box that they didn't fill in, they can use the mouse to click inside a grey box. It is also possible to use the keys SHIFT and then TAB to move BACKWARDS through the fill-in fields.

· Users should save their files regularly and at the end of every data entry session, to prevent loss of input data when they close the file.
5. Submitting the fill-in award form.

The user should make sure that the form has the nominee name and award type in the title.

DAVID WELCH PRESERVATION AWARD

For special efforts toward Preservation. Not necessarily given every year. Board would take the lead to initiate this recognition.
INFORMATION OF THE PERSON YOU WANT TO NOMINATE:

NAME      

ADDRESS      
 City/St/Zip      

PHONE (     )
 Email      

This information should be as complete as possible to help the committee reach a good decision for the award. This information may also be used to write news releases for newspapers in each stare and for releases given out at the convention. Please strive for accuracy with names, dates, etc.

LONG TERM REASONS THIS NOMINEE SHOULD BE CONSIDERED:
(The form expands to accommodate the text you type.)

     
Nominated By:

Your Name:      


Address:      
 City/State/Zip      

Phone (     )
 Email      

This award will be officially presented at the annual convention.

