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	 Create a list of the graphics, communications and other items you use frequently to create your business documents.Plan the design of your template.Reference your business's style guide.Use PDFSimpli to design your template.Once you have your template finished, you will be able to use it every time you make a document of that type instead of starting from scratch.
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Ensure that your forms look the same every time.Save time and effort.Make organization easier and fast-track your process.When your documents look the same every time, you present a more professional image to your clients and help build your brand. Because you don't have to start fresh every time, you can get your work done faster. 
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                                            Business templates can be any kind of document where you are using the same basic wording and images repeatedly. Some of the most common business template types include job descriptions, business plans, employee schedules and invoices.The exact templates that make the most sense for your business depend on your industry and the types of documents you produce regularly. 
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