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	1. SITUATION

	Concise statement of the issue/problem to be addressed; define what it is and identify gaps.

	


	2. BACKGROUND

	Outline pertinent background information related to the issue (refer to relevant literature, national standards, policy, regulations, standards, requirements).

	


	3. ASSESSMENT

	Outline the analysis and considerations of options to address the issue.

	


	4. RECOMMENDATION

	Provide recommendations/actions required about the proposed solution.
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