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DOCUMENT INSTRUCTIONS:

This document has been preformatted to align with UA Little Rock’s identity standards using fonts common to Microsoft Word to eliminate compatibility issues. Please do not adjust any text or margin formatting applied to this document. 


TO CHANGE HEADER: 

You will need to access the header section to edit the content to match your unit name. You should be able to access the header via the “View” in the top menu list or in the “Document Elements” tab. Once you are in the header section update the <Unit>, <College>, and phone number as needed.

[bookmark: _GoBack]Contact Keli Jacobi kcjacobi@ualr.edu in the Office of Communications and Marketing regarding any questions.
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