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MEMORANDUM FOR

FROM: CP

SUBJECT: Preparing a Staff Study Report

PROBLEM

1. Clearly and concisely state the problem you are trying to solve.
FACTORS BEARING ON THE PROBLEM

2. Facts. Limit your facts to only those directly relating to the problem.
3. Assumption. Should be realistic and support your study.

4. Criteria. Give standards, requirements, or limitations you will use to test possible solutions. Ensure you can use
standards to measure or test solutions.

5. Definitions. Describe or define terms that may confuse your audience.
DISCUSSION

6. This section shows the logic used in solving the problem. Introduce the problem and give some background, if
necessary. Then explain your solution or possible solution.

CONCLUSION
7. State your conclusion as aworkable, complete solution to the problem you described previously in "Discussion.”
ACTION RECOMMENDED

8. Tell the reader the action necessary to implement the solution. This should be worked so the boss only needs to
sign to make the solution happen.

JOHN J. DOE, Major, CAP
Administration Officer
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