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Contact Information Formatting 
To customize your contact information please click into the header and footer, and then add your information to the placeholder locations. You may use your own College contact information,
or general departmental contact information, whichever is more relevant to the document. 
At the top right please enter a phone number, and if needed, on the following line either an email address (E:) or fax number (F:). The mailing address goes at the bottom left, please follow the provided address formatting. Do not modify the contact information font, size or colour.
Saving a customized Template
If you would like to save your customized report file as a template for future use select 
File > Save As > Word Template (.dotx). 
Text Formatting 
Several type styles have been provided for use with this template. A single hard-return is used to separate paragraphs.
Please do not move, stretch, skew or rotate the background image in any way. 
Please use the following pre-defined styles:
Cover page Heading
Intro Paragraph
Body Copy
Heading 1
Heading 2
Subhead 1
Subhead 2
1.	List 1
•	List 2 – Sub List
Table Heading
Link text
Asterisk, caption or footer
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