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INTRODUCTORY PARAGRAPH (APPROX. 50 WORDS)
SUMMARY INTRODUCING THE MOST IMPORTANT INFORMATION FIRST
· What is happening?
· When?
· Who is impacted?
· What do those affected need to do?
MAIN ARTICLE

TIPS
· Short paragraphs—4/5 lines, 2/3 sentences maximum (where possible)
· Break up text with headings and sub-headings to make it easier for readers to scan
· Consider replacing long sentences/paragraphs with bulleted/numbered lists
· Highlight key words/phrases using bold text where appropriate
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