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Blank decision record
Complete this record in the council's approved recordkeeping system. Link the source register and supporting records; keep identifying details in controlled evidence files. Include record versions and date/time/time zone with each approval.
	Field
	Record entry

	Record identity and status
	

	Question and scope
	

	Authority and ownership
	

	Review plan
	

	Evidence pack
	

	Quality assessment
	

	Conflicts and uncertainty
	

	Finding
	

	Technical approval
	

	Second/specialist review
	

	Decision and reasons
	

	Decision approval
	

	Follow-up
	

	Closure and reopening
	

	Handling and retention
	

	Correction history
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