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DATE
SUBJECT:  INFORMATION PAPER FORMAT

ISSUE :  Focused, concise summary statement of the issue

· What is the goal of this knowledge transfer document
· Describe the author/company role in this subject matter
· Who are the drivers, what are their positions

· The agenda and why issue requires knowledge transfer
· If an Information Paper, state why info paper provided.  
BACKGROUND:  Background amplifying data and information

· Thoroughly describe how this knowledge item was generated and why it needs to be transferred.
· Historic data applying directly to the issue

· Include and drawings, schematics, data etc either within this document of as a separate attachment.  If not included within this document, indicate clearly the names of the document and its contents.

DISCUSSION:   A discussion of the current 
· The hard data and facts, the metrics

· Be sure to include opposing viewpoints for this knowledge item
· What is the customer service aspect of this item
CONCLUSION or SUMMARY:   

· State your proposed recommendation for a best practice or to gain better retention potential
=================================================================

· Notes to standardize Position/Info Papers:

· Use 0.5 inch for top margin and one inch (1”) margins on all other sides
· Use the same bullets as shown above
· Use Arial 12 point throughout the document   {10 point is optional-- the object is to keep position paper to less than one page!}

· Include Classification on Point Papers

· Include Name of Action Officer, Office code, phone number, and date

· Minimize length to 1-page using additional as back-up ONLY
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