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Date: MM/DD/YYYY 
For: Lorem Ipsum
From: Lorem Ipsum
Subject: Lorem ipsum dolor sit amet
______________________________________________________________________________________
Summary:	
In three-four sentences, propose the policy, policy change or new policy approach, or alternatively a solution for an observed organizational need, shortcoming or problem. Introduce, but don’t detail the steps required to move forward on the policy or organizational issue. Allude to the importance of the issue to the organization and whether immediate or longer-term action is required.
______________________________________________________________________________________
Discussion:
Explain any current or very recent development that leads you to make your recommendation.  Why is it necessary or desirable to make a change or take action?
Explain the recommendation in greater depth, including whether it signifies a major departure for the organization or is consistent with past policy or process. 
Discuss how it would help promote the interests of the organization and possibly your key constituency. 
Examine any pitfalls or obstacles to what you are proposing, and explain how you would avoid these as well as the larger expected benefits of your proposal.  Discuss key players, in the U.S. and abroad (NOT in your organization), their likely reaction to your proposal, and whether they will likely support or obstruct your proposal.                                                             
Give some time frame for accomplishing the goals or change you have recommended.
______________________________________________________________________________________
Recommended Actions:
Briefly outline steps to implement your proposed policy or organizational change, or steps to further examine the proposal.  Include mention of any sequence if you wish.https://www.freetemplatedownloads.net/
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