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Notes :
The reversed P’s (if displayed) are one of the editing marks in word.  They do not show on the printed document. 

The spacing between the paragraphs of the body text is to be achieved by adding a new line (pressing enter). Do not change the paragraph spacing.

In adding text to this style document it is best to type directly into a copy of this document.  Overwrite the description of the relevant features in the document and delete these notes as appropriate.  

If you are copying text from elsewhere please use the paste option “keep text only”.  This will avoid changing the house style to your personal settings.
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