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Proposal Template
For decision making, to pitch ideas, to organize thinking 

	To:
	From:
	Date Submitted:
	Date Response Needed:

	Statement of Proposal
	A specific change that will accomplish a specific result.

	Background & Purpose 
	Problem to be solved or area that needs improvement.

	Methods   
	Design of the approach, steps involved. How will it really work?

	Participants  
	1. Who will do the work?
2. Who will be affected?
3. Whose feedback invited?
	· Using AI? 
If yes, what and how?

	Implementation Schedule 
	Start date, key milestones, end date

	Costs / Benefits 
	Costs:
· Time/attention
· Finances
· Equipment
· Risk
	Benefits: 
Summary of benefits

	Alternatives & Reasons You Rejected Them 
	Alternative #1:
(may be current method)
· Reasons to reject
	Alternative #2:

· Reasons to reject
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