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Normal (paragraph/body text) 
Save and use this MS Word template document to create letters. This is set up specifically to aid accessibility and standardise your workflow.
Keep to only the prescribed styles 
(see the 'Styles Pane' in the command bar at the top right of the MS Word interface). 
Unless tagged and anchored in to the text, please avoid using text boxes. 
Take care not to copy/paste from another MS Word .doc as this will import any number of undesired styles.
Note: The first page of this document is set to carry the Church of Scotland logo (header - top left)
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