
 
 

Components of a ClearSite 
Complete™ Template 

 
ClearSite Complete™ pre-written templates have 
been designed to make it easy for customers to 
customize and access additional resources. All 
templates are created in MS Word" so that every 
component of the document is completely 
customizable. 
 
1. Template Header:  The ClearSite logo is 

easily replaced with your company's logo for 
instantly making the document your own.  

 
2. Formatting Styles:  Templates have been 

created using a standard set of formatting 
styles. Use the styles to easily change the 
document to your company's colors and other 
branding elements.  

 
3. Accountability:  Clarifies accountability and 

responsibility by showing the document owner 
and who is responsible for making sure the 
topic is adhered to.  

 
4. Examples, Instructions and Tips:  

Contains shaded field placeholders for easy 
click-and-replace customization. Field 
placeholders contain examples, instructions, 
or tips.  

 
5. Additional Information: Includes a list of 

suggested ClearSite-related templates so it's 
easy for employees to cross reference 
information. The External Resources section is 
provided as a placeholder for websites or 
external resources that may provide 
employees with additional information related 
to the document topic.  

 
6. User Feedback: This placeholder is included 

so that employees can easily provide 
feedback if they wish to comment or ask a 
question about the document or form.  

 
7. Instruction box: The instructions and 

resources in this box are provided to help you 
customize the document and should be 
deleted before the document is released in 
your company. Includes:  

1. Legal instructions for regulatory or 
legally sensitive topics 

2. Customization recommendations 
and tips 

3. Additional resources: Resources 
typically include external links to 
regulatory websites and 
information, as well as other 
related ClearSite documents.  


