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TEMPLATE INSTRUCTIONS
FILL OUT FORM IN 10 MINUTES

FOR: YOUR LOCAL CHURCH REQUEST
TO: YOUR LOCAL CONFERENCE EXECUTIVE COMMITTEE

Regarding

Request for NAD Executive Committee Action on
Publicly Documented LGBTQ-Related Institutional Matters
Conflicting With Biblical and Voted Standards

See instructions on the next page.

Inquiries: coloma.action.nad@actafile.com
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STEP #1 GO TO: www.actafile.com/nad

STEP #2 DOWNLOAD three files:

A) coloma-action-nad.pdf

Coloma SDA Church submission to the Michigan Conference Executive Committee 
requesting NAD Executive Committee action on LGBTQ-related institutional matters
(August 23, 2026).

B) template-anychurch-action-nad.pdf → be sure to get the currently listed version

PDF form template that any NAD church can use to produce a fully identical submission 
using their own church and conference names entered in editable form fields.

C) template-instructions.pdf → be sure to get the currently listed version

This present document on how to use the template.

STEP #3 MAKE AN OFFICIAL CHURCH DECISION
You can meet either as a Church Board or Church Business Session. There you present, 
evaluate and discuss the document “template-anychurch-action-nad.pdf”, making the 
necessary votes for your local church to adopt the actions and to send the document to your 
local conference. Once ready to start your submission process, proceed as outlined below.

STEP #4 OPEN the form “template-anychurch-action-nad.pdf” in your browser
Use the “Open with” command to open with a Firefox, Chrome, Edge or Safari browser.

STEP #5 FILL OUT the form on pages 1, 5-7
There are a total of 23 fields to fill out, they are numbered “01” to “23”. The following
pages below show where the form field entries are and what they look like. In the file
“coloma-action-nad.pdf” you can see what that church entered for each form field.

STEP #6 SAVE the filled out form
Use “Save Page as …” to save your filled out form in your preferred location. Note that Edge 
automatically saves in the same folder from which you opened the file. Rename your filled out 
form with a file name you prefer.

STEP #7 FLATTEN your filled out form
Do not submit the file with still editable form fields. To make your form entries permanent 
(uneditable), a link preserving “form flattening” procedure is needed. Proceed as follows:

A) Go to: www.pdfgear.com/flatten-pdf
B) Click the “Select PDF File” button and select the file on your device that you filled out above.
C) Once uploaded, check the “Flatten only form fields” option and click the “Flatten” button.
D) Once flattened, click the “Download file” button to save the file on your device.

STEP #8 UPLOAD your flattened form
The file size is too big (almost 60 MB) to send via email. Use any file distribution or cloud 
service of your preference to which you upload your file, like for example Google Drive,  
Microsoft OneDrive, Proton Drive, Dropbox, or others. Once your file is uploaded, create a link 
to that file and be sure to check that the file can be downloaded without the recipient needing to 
log in anywhere. Make a few tests for yourself to see if it works without being logged in.

STEP #9 SEND AN EMAIL TO YOUR LOCAL CONFERENCE
Since the document is self-contained, you only need a very short email message. Send an email
to the three executive Conference officers  (president, secretary, treasurer). If possible, also find
the email addresses of all further members of the Conference Executive Committee members, 
and include them as “cc:”. Do not forget to either cc: or bcc: yourself so you know it worked.

Your email message can be very short, for example like this:

Dear “Your Conference” Executive Committee Members,

The “Your Church” Board / Business Session request for “Your Conference” Executive 
Committee Action is found at the following PDF-file download link: “link to your online file”

With blessings and on behalf of “Your Church” Board / Business Session,

Signatory Name
Signatory Church Position

http://www.actafile.com/nad
https://www.pdfgear.com/flatten-pdf
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Document, Page 1: Form fields 01-06.
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Document, Page 5: Form fields 07-19.



TEMPLATE INSTRUCTIONS Page 5 / 6

Document, Page 6: Form fields 20-22.
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Document, Page 7: Form field 23 (final).


