Describe issue here

Explain the significance

Image ideal outcome

Provide background info

Explain progress / options

Request assistance
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the issue is

Be concise. In 1 or 2 sentences,
get to the heart of the issue. Is it
a concern, challenge, opportu-
nity, or recurring problem that is
becoming more troublesome?

g q .
it’s SIgnlﬁca'nt because What’s at stake? For example:

how does this affect profitabil-
ity, people, products, services,
customers, timing, the future, or
other relevant factors? What is
the future impact if the issue is
not resolved?

my ideal outcome is What specific results do | want?

relevant background information e AT (g

What, why, where, when, how,
who, etc.; which forces are at
work; what is the current status?

what I have done up to this point T

options am | considering?

the help I want from the group is What do | want from the group?

For example: alternative solu-
tions, confidence regarding the
right decision, identification of
consequences, where to find
more information, critique of
current plan, etc.











