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Sample Template for Note Card
(XX July 2017)
Discussion Items 

· Provide topline talking points/memory joggers for ALL meetings with non-DoD personnel (foreign counterparts, Cabinet Secretaries, associations, etc).

· Include classification at the top and bottom center, the non-DoD personnel name and phonetic pronunciation (specifically foreign counterparts). 

· 3-4 main key talking points (full sentences not necessary, just bullets with key phrases). 

· Print using 3.88 Envelope Monarch page setup with hard stock cards available from OSD Graphics.  
· Microsoft Word settings for the note card:

· Set font to Calibri (body), 12-point;

·  Adjust size to envelope Monarch (3.88 x 7.5);

· Margins (top - .22, bottom - .19, left - .31, and right - .3).  

· In addition, use 9-point font spacing between subjects if space needed.
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