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	· Begin new paragraph

· Insert space

· Use lowercase letters

· Single-space (leave no blank line)

· Transpose letters or words

· Close up horizontal space

· Delete copy


	· Colon

· Move copy in the direction of the bracket

· Capitalize single letters or words

· Double-space. (leave no blank lines)

· Italicize

· Align copy

· Quadruple-space (leave three blank lines)



· Begin new paragraph

· Insert space

· Use lowercase letters

· Single-space (leave no blank line)

· Transpose letters or words

· Close up horizontal space

· Delete copy

· Colon

· Move copy in the direction of the bracket

· Capitalize single letters or words

· Double-space. (leave no blank lines)

· Italicize

· Align copy

Quadruple-space (leave three blank lines)
