Check quality before sharing
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01 Inspect text and charts

& smaller file does not guarantee that every detail is ready to share.

Keep the ariginal and review important pages before sending.

Sample chart: four fictional records

1ah

125

T2
Hecord 1 Hecard 2 Hecord 3 Hecard 4
Check Targel Resull
Fage arder 2 pages o check
Murberes 135 ¢ 160 Tor chark
Texzt adg=as Clear. no missing letters To check

Szl prink: DLE3456789  ADCDEFG ¢ Are Lhe nomisers ana lives clesn?

All text and charts created by MY Taols far chis tutoral.

Sample file Mok an official document



Check quality before sharing

P Tonls szrmple report S Tutarial anly, na personal data

02 Check tables and small print

& smaller file does not guarantee that every detail is ready to share.

Keep the ariginal and review important pages before sending.

Sample chart: four fictional records

1ah

125

T2
Hecord 1 Hecard 2 Hecord 3 Hecard 4
Check Targel Resull
Fage arder 2 pages o check
Murberes 135 ¢ 160 Tor chark
Texzt adg=as Clear. no missing letters To check

Szl prink: DLE3456789  ADCDEFG ¢ Are Lhe nomisers ana lives clesn?

All text and charts created by MY Taols far chis tutoral.

Sample file Mok an official document 2.2



