




Title





To:





From:





1.	Introduction


	State what you have been asked to do…


	Briefly explain the issue…


	Give your recommendation…





Reasons for your recommendation


a.


b.	Give (develop) arguments in support of your recommendation…


c.





Problems


a.


b.	Give (identify) arguments against your recommendations…


c.





4.	Solutions


a.


b.	Rebut (give answers to) and comment on opposing arguments…


c.





5.	Conclusion


	Restate your recommendation…


Briefly summarise why the advantages of your recommendation outweigh the problems…





Signature





Role





Make sure you state your role and recommendation





Use a separate heading for each reason, problem or solution





Flag your sources by quoting the source number in the margin





Use the sources and background knowledge to explain your reasons, problems and solutions





For each written source try to find figures from statistical sources to back up your point of view…





Solutions should directly link to, and answer, the problems








