This template has prompts and letters in blue text where it is required to be tailored. All you have to do is replace these with your own company and contract details and then delete the prompt boxes like this. The plan needs to be specific to your organisation and each contract,               

NOTE: Print the last 3 pages of this document and then delete them; they are instructions for tailoring and about this plan 
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To update the table of contents right click in the table, then click ‘update field’ and ‘update entire table’. Then delete this box. Make this update once you finish the customisation and just before printing. 
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