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RECORDING COMMENCES: 
DONNA:
The whole document is typed in 1.5 line spacing and Calibri point 12 font and full justification.  The speaker’s first name is shown at margin.
JIM:
Two lines down for the next speaker.  

DONNA:
Any indistinct words must be shown with a timestamp in the following format (23:23) from the recording so that clients are able to go to that point in the recording and listen.  Full verbatim please (no ums and ahs please) but type false starts and interruptions are shown with ----- five dashes.
JIM:
 New speaker shown at margin always.
DONNA:
Remember to update the header with your document name.  All documents must be checked.  You must type with your spell checker on and the language MUST be set to English Australia.  

END OF RECORDING (TIMESTAMP) 
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