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ISSUE MEMORANDUM
TO: [Name, Title]								 [Month, XX, XXXX]
FROM: [Name, Title]
SUBJECT: 
[Provide a brief introduction paragraph (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. 

The text should be singles spaced with a double space between paragraphs. If necessary, include background materials as attachments.]

Current Status

[1-2 brief paragraphs]

Desired Outcome

[Outline what needs to be highlighted or resolved.]

I. Key Points

[What is the bottom line? Why should the memo recipient care? 

Recommendations [or Path Forward]

[What is BSEE doing about the issue?]

Enclosures: 
[List attachments]

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