
 
 

HOW TO USE THE ILRI DIGITAL LETTERHEAD 
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For Microsoft Office 2010 

1. On Microsoft Word go to the File Menu and click on New to start a new document. 

2. Under Available Templates tab select “My templates” as shown below. 

 

3. A New dialog box will open 

4. Under the “Personal Templates” tab, select  “ilri_letterhead_template_corporate” as shown below 

other templates for regional offices are also there) 



 
 

 
 

5. Click on Ok 

6. A new word document based on the ILRI template will open. Click on the various sections to insert the 

necessary content 

7. Save your file as normal. 

8. This template should be used for ALL official letters, contracts and correspondence.  Letters should be 

printed on blank paper. Regional and country offices have their own versions that include the local 

address at the top right of the page. 

9. For any problems, contact ServiceDesk@cgiar.org 

 

 

ServiceDesk@cgiar.org


 
 

 

  



 
 

For Microsoft Office 2013 

1. On Microsoft Word, go to the File Menu and click on New to start a new document. 

2. Under the “PERSONAL” tab, select  “ILRI_Letterhead_Template” as shown below 

 

3. A new word document based on the ILRI template (as seen below) will open. Click on the various 

sections to insert the necessary content 

4. Save your file as normal. 

5. This template should be used for ALL official letters, contracts and correspondence.  Letters should be 

printed on blank paper. Regional and country offices have their own versions that include the local 

address at the top right of the page. 

6. For any problems, contact ServiceDesk@cgiar.org 

 

ServiceDesk@cgiar.org


 
 

 


