Purpose
[One sentence: What is the purpose of this document, who is it for and what action is required by the reader]
Problem statement/Opportunity/background
[One long paragraph which explains why you are writing this strategy: What is the problem or opportunity you want to address?]
Goals
[One short paragraph defining specific goals of this strategy and how you will measure them]
Optional: Tenets
[For complex projects that require to narrow-down options with guiding principles, add tenets here.]
Strategy
[One long paragraph or several paragraphs (split into sub-sections as applicable) describing how you propose to reach the goals. Link to Appendix for alternative options, FAQ or other supporting materials that are not essential and take a lot of space]
Optional: Operational plan
[One long paragraph or several paragraphs (split into sub-sections as applicable) describing how you propose to reach implement the strategy. Link to Appendix for alternative options, risks and mitigation, FAQ or other supporting materials that are not essential or take a lot of space]
Optional: Required resources
[One short paragraph summarizing which resources are required to implement this strategy]
Next steps
	Deadline
	Task
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Appendix 1: [Headline]
[Any supporting material for the main part of the doc. Only include Appendices if they are referred to from the main text – do not add Appendices that are so unimportant that they are not worth mentioning in the main doc. Copy paste this section to create as many Appendices as needed]
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