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This is Shunn standard manuscript format. It is the standard across the industry and is requested for when submitting a piece. 
It is important to use the correct manuscript format when submitting. Stories can be rejected if incorrect formatting is used. 
When using paragraph breaks, the hash (#) symbol is used, as below.
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You’ll note that the spacing is double – this is on purpose. There is also a 1.27cm (0.50 inch for our trans-Pacific cousins) indent at the beginning of each paragraph.
The word count at the top should be approximate to one hundred (100) words of the total. Some submissions may ask for the document to be anonymised – simply redact the address, name, phone and email address from the top of your first page, and the header on subsequent pages.
This document format includes automatic page numbering and a place for you to insert your name and title in the header, on the top right of the second page. Note that this header should include one word from your title, not the entire thing.
Do not change the font, unless you’re going for something really experimental – and even then, there aren’t many publications that would appreciate it.
Happy writing!
