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NOTES FOR PREPARATION 
 
This is the header sheet that will appear at the beginning of each file. 
It can be completed by using   
 ADOBE form  allows you to continually fill in the same form 
 By hand  Please PRINT IN CAPITAL LETTERS ONLY 
    Dates are 03/03/2006 with slashes not dashes 
 
Place this sheet in the front of each folder or packet.   
DO NOT STAPLE TO ANYTHING. 
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	School: SCHOOL NAME
	Surname: SURNAME
	Given: GIVEN NAMES
	DOB: 01/01/2001
	Number: 987987987ABVC
	House: N/a or HOUSE NAME
	DateComp: 01/01/2001
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