


[image: ECTU Letterhead Header]


File Note

Subject:  
Date: 
Reason for File Note: 
[A file note is a useful method of explaining an event, decision or situation where there are no other study documents suitable to capture this information. For the file note to be useful it must include sufficient detail on the reason for the file note and the timescale applied. Give consideration to the fact that it must be meaningful to others who will read it at a later date.]
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