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Summary of Headings Used 
 
Sequence 
 
Note that the sequence in which the headings appear varies widely from one department 
to another. 
 
Most Commonly Used Headings 
 
Here are the headings used most commonly in the guidelines from the different 
departments: 
 
Summary 
 
Issue 
 
Background    
 
Considerations 
 
Conclusion   or   Recommendations   or   Advice   or   Strategic Advice   or   
Recommended Position 
 
Other Headings Used by Some Departments 
 
These are other headings used by some of the guidelines.  These headings can give you 
ideas for material that you might include in the most commonly used headings above – 
particularly considerations. 
 
Analysis / Departmental Comment 
This is the same as Considerations in the most commonly used headings. 
 
Context 
This is the same as Background in the most commonly used headings. 
 
Communications Implications  
This would form part of Considerations in the most commonly used headings. 
 
Consultations Conducted  
This would form part of Considerations in the most commonly used headings. 
 
Current Status  
This material could fall under either Background or Considerations in the most 
commonly used headings.  On its own, it can form a good transition between the two. 
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Departmental Position  
This would form part of Considerations in the most commonly used headings 
. 
Discussion  
This would form part of Considerations in the most commonly used headings. 
 
Implications  
This would form part of Considerations in the most commonly used headings. 
 
Key Findings  
This would form part of Considerations in the most commonly used headings. 
 
Next Steps  
This would form part of the Conclusion in the most commonly used headings. 
 
Options  
This would form part of Considerations in the most commonly used headings. 
 
Outlook  
This would form part of Considerations in the most commonly used headings. 
 
Parliamentary Implications 
This would form part of Background or Considerations in the most commonly used 
headings.  This would deal with procedural matters, not political matters. 
 
Purpose  
Try to express the purpose in terms that would also serve as an Issue statement. 
 
Required Action  
This would form part of Considerations in the most commonly used headings. 
 
Resource Implications 
This would form part of Considerations in the most commonly used headings. 
 
Timeframe  
In most cases, this should be built into the Summary and/or the Recommendation in the 
most commonly used headings.  It could also be part of Considerations. 
 
Transformation Considerations 
This would form part of Considerations in the most commonly used headings. 
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