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Report on [subject]
[Prepared for]   [Prepared by]   [Date]
Decision summary
[State the finding and recommended decision. Distinguish evidence from interpretation.]
Scope and method
[Define the period, sources, method and limitations.]
Findings
[Present verified findings with source references.]
Recommendations
[Record each proposed action, owner and timing.]
Evidence and limitations
[List source references and unresolved questions.]
[Approved legal entity and contact details]
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