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Setup (optional)

Purpacc (do/know) and deadlines
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Introductory statement

Prcwcw key supporting points (benefits, risks, highlights, overview)
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Informative heading:

Relevant details:
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Restate purpose (do/know) and deadlines
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Provide contact number
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‘What I want to accomplish:
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What I want my readers to
Do:

By (deadline):

Know:

Feel:

Resources (who, what):









