· The ‘Description of changes and brief Justification/background’ section must be completed with an explanation of how the proposed changes are related to each other.  It is not acceptable to only list the changes being proposed in this section.

· Differences between present and proposed text should be clearly highlighted or annotated in the template

· Where a proposed change is affecting a large section of a module, it is only necessary to include the annotated section being changed and not the entire module section in the template. If required, the module may be included as an attachment to the email grouping.
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