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                                       Documentation conventions

First version of document

1. Header with company logo and company drivers

2. Version 

3. Created by 

4. Date on which the document was created

5. Brief description of purpose of document

6. Copy right text

7. Page numbers

8. Uploading the document:

When uploading the document by author, password protection to be provided.

9. Modifying the uploaded document:
10. Only super admin has the right to allow changes to be implemented in the uploaded document. Password will be provided for same to the employee.
11. Uniformity of fonts in all the documents that are to be uploaded
Second version of document

 To contain above mentioned 9 points along with following implementations in second page after implementing above mentioned 

1. Brief description of what first version contained

2. Date on which the document is modified

3. Areas in which the modifications were made
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