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BULLET BACKGROUND PAPER

ON

[bookmark: Text1]BRIEF SUBJECT ON BULLET BACKGROUND PAPER CONTENTS


PURPOSE
[bookmark: Text2]The Purpose statement is a summary of why the author has written the paper.  With the exception of the Purpose and Summary statements, all other statements are presented in bulletized format and may include punctuation.
DISCUSSION
[bookmark: Text14]-	The BBP is an excellent tool designed to present concisely written statements centered around a single idea or to present a collection of accomplishments with their respective impacts.
[bookmark: Text15]-	The bullet format provides a concise, chronological evolution of a problem, a complete summary of an attached staff package or a more detailed explanation of what appears in an attached talking paper
[bookmark: Text17]-	Main ideas follow the intro paragraph and may be as long as several sentences or as short as one word.  For this template, PURPOSE, DISCUSSION and SUMMARY have been used; however, other main ideas by be used as appropriate (for example ADVANTAGES).
[bookmark: Text3]-	Information is presented in bulletized format, normally with one blank line between each bullet for ease of reading.  As a general rule, use ending punctuation when the bullet makes a complete sentence.
[bookmark: Text5]--	Usually formatted to conform to recipient's desires
[bookmark: Text22]--	Margins are 1 inch all around
[bookmark: Text10]-	Secondary items follow with a single dash and tertiary items follow with multiple indented dashes.
[bookmark: Text20]--  Use two spaces after the dash before typing text
[bookmark: Text16]--	Secondary and tertiary items can be as short as a word or as long as several sentences.
[bookmark: Text21]---  Example of a third order statement
[bookmark: Text8]-	Center title using all capital letters.  Emphasize main points and attach additional support data (refer to in the paper).
[bookmark: Text18]-	Write the paper according to the knowledge level of the user.  In other words, a person who is very knowledgeable on the subject won’t require as much detail as one who knows very little.
[bookmark: Text11]-	Include writer’s identification line as shown below on first page only
--	Text in red should be completed by the author; when finished, all text should be changed to black
--	The identification line is normally placed 1 inch from the bottom and flush with the left margin.
[bookmark: Text23]--	If the identification line is placed in the footer, it's 1/2 inch from the bottom and flush with the left margin.  Double clicking the footer exposes the text for editing.
[bookmark: Text19]-	Number the pages consecutively, starting with page 2.  Enter the page number on the right margin 1/2 inch from the top of the page.
[bookmark: Text12]-  End with concluding remarks or recommendations
SUMMARY
[bookmark: Text13]The BBP serves many purposes and is no longer than it needs to be to convey the message.  The formats for many of the BBP elements are the same as they are for other papers.  End with recommendations or conclusions that bring the discussion to a close.
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