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1. Purpose of the Document
Briefly explain why the document was created.
Example: “This report evaluates… This proposal outlines… This plan presents…”

2. Background / Context
Provide a short, high-level overview of the situation, problem, or opportunity that led to the creation of the document.
Keep this to 2–3 sentences.

3. Key Findings / Insights
Summarize the most important findings, research results, data points, or analysis.
Use bullet points for clarity:
· Key insight #1
· Key insight #2
· Key insight #3
· Additional supporting details (if needed)

4. Recommendations / Proposed Actions
Clearly outline the recommended next steps, strategies, or solutions.
· Recommendation #1
· Recommendation #2
· Recommendation #3

5. Expected Outcomes / Impact
Explain the anticipated results if the recommendations are implemented.
Example: improved efficiency, cost savings, risk reduction, enhanced customer experience, increased revenue, etc.

6. Conclusion
Close with a concise statement that reinforces the importance of the document and the need for decision or action.
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