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                                                    Open a new Microsoft Word document. Scroll through the template library until you see “Forms.” Double-click “Forms.” Then click “Personal Forms” and “Personal Check Template.” Highlight the header, and press “Delete.” Type “VOUCHER.” Type the instructions for the voucher on the next line.
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                                                    > How to Create Gift Certificates in Microsoft Word 2010. > Step 1: Open Microsoft Office Word, Load and Select the Perfect Template. > Step 2: Select Gift Certificate in the Template Category. > Step 3: Customize you Gift Certificate. > Step 4: Print your Gift Certificate.
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