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1. Introduction

This should always be the first section of a document.  Following sections should be influenced by the nature and purpose of the document in question.  In the case of this Model Document Layout only the second section is used, to explain certain aspects of the document and its intended use.

Whilst being impractical to attempt to second-guess all possible needs for documents which may arise, most will be satisfied by documents prepared using MS Word and should adopt a consistent layout. 

This present document provides a template for that layout and its use is recommended for any new documents required.  To assist that use the following notes (§2) are provided concerning how information is managed within the document.

2. «Default Document Layout»
NB – the following text is provided in this ‘Model Layout’ as guidance to those using this model to create new tScheme  documents.  After digestion this section should be disposed of!
Certain fields recognised under ‘File / Properties’ are used to simplify the consistent inclusion of key document properties:  the relevant fields may be found and amended under the tabs ‘Summary’ and ‘Custom’.  The following figures show where these respective fields are used within the document, to aid understanding of following text which refers to these fields (e.g. set «Status» to ‘xxxxx’).
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Example of Fields used in the header on subsequent pages






















Individual copies of this document may be downloaded from http://www.tScheme.org/.

The definitive version of this document is the one available for public download from http://www.tScheme.org/ in Adobe Acrobat Reader format.  This document is subject to revision so please check that you have the current version.

Please report errors and address comments to Editor@tScheme.org.
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