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DECISION MEMORANDUM
TO: [Name, Title]								 [Month, XX, XXXX]
FROM: [Name, Title]
SUBJECT: [Subject] - DECISION
[Provide a brief introduction paragraph (1-2 sentences).]

Issue

[1-2 sentences]

Background

[Include pertinent information about the origin, background, and implications of the issue or problem. If the request is time sensitive, indicate why and include any deadlines. 

Limit a standard decision memo to two pages or less. The text should be singles spaced with a double space between paragraphs. If necessary, include background materials as attachments.]

Concerns /Controversial Topics

[Explain any hot button issues.]

Alternatives/Options

[List and explain alternatives or options.]

Recommendation

[E.g., I recommend you approve…]


Enclosures: 
[List attachments]

[*Note: Memo (excluding attachments) should not exceed 3 pages.]
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