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Executive Summary
[One page maximum. Write this last. Cover: the problem, why it matters now, the approach or insight, the headline findings, and the core recommendation. A busy decision-maker should be able to stop reading here.]
	Key Takeaways
[Three to five one-sentence takeaways a reader can quote.]



1. [Takeaway 1: the central finding]
1. [Takeaway 2: the most significant implication]
1. [Takeaway 3: the recommended course of action]
1. Introduction and Background
1.1 Context
[Set the scene: the sector, region, or technology landscape. Explain why this topic matters to the intended audience at this moment.]
1.2 Purpose and Scope
[State what this paper aims to achieve, what it covers, and what it deliberately excludes.]
1.3 Intended Audience
[Identify the readers (for example policymakers, institutional leaders, funders, practitioners) and what you want them to do after reading.]
2. Problem Statement
2.1 The Challenge
[Define the problem precisely. Support it with evidence: statistics, case examples, or published research.]
2.2 Current Approaches and Gaps
[Summarise how the problem is addressed today and where those approaches fall short.]
	Current approach
	Strengths
	Limitations

	[Approach A]
	[What works]
	[What does not]

	[Approach B]
	[What works]
	[What does not]


Table 1: [Comparison of current approaches]
3. Methodology
3.1 Research Design
[Describe how the analysis was conducted (literature review, interviews, surveys, data analysis, case studies, pilot results).]
3.2 Data Sources
1. [Source 1: description, date range, and reliability]
1. [Source 2: description, date range, and reliability]
3.3 Limitations
[Be transparent about data gaps, assumptions, and constraints that affect how findings should be read.]
4. Findings and Analysis
4.1 Finding One: [Headline]
[Present the evidence, then interpret it. Lead with the insight, not the data.]
[Insert chart, figure, or diagram]
Figure 1: [Descriptive title. Source: ...]
4.2 Finding Two: [Headline]
[Continue with the same structure: claim, evidence, interpretation, implication.]
4.3 Finding Three: [Headline]
[Add or remove findings as needed. Three to five is typical.]
	Insight
[Highlight a particularly important or counter-intuitive result here.]



5. Recommendations
[Make recommendations specific, actionable, and traceable to the findings above.]
1. [Recommendation 1: what should be done, by whom, and why]
1. [Recommendation 2: what should be done, by whom, and why]
1. [Recommendation 3: what should be done, by whom, and why]
6. Implementation Roadmap
[Translate recommendations into a phased plan with owners, timelines, and measures of success.]
	Phase
	Key activities
	Owner
	Timeline
	Indicator

	[Phase 1]
	[Activities]
	[Lead]
	[Q1]
	[KPI]

	[Phase 2]
	[Activities]
	[Lead]
	[Q2–Q3]
	[KPI]

	[Phase 3]
	[Activities]
	[Lead]
	[Q4]
	[KPI]


Table 2: [Implementation roadmap]
6.1 Risks and Mitigation
	Risk
	Rating
	Mitigation

	[Risk 1]
	[H/M/L]
	[Mitigation action]

	[Risk 2]
	[H/M/L]
	[Mitigation action]


Table 3: [Risk register]
6.2 Monitoring and Evaluation
[Explain how progress and impact will be tracked, reported, and used to adapt the approach.]
7. Conclusion
[Restate the problem, the core insight, and the call to action in a short closing section. Do not introduce new evidence.]
References
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Appendices
Appendix A: [Title]
[Supplementary data, survey instruments, detailed tables, or technical notes.]
Appendix B: Glossary
	Term
	Definition

	[Term]
	[Plain-language definition]

	[Term]
	[Plain-language definition]
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