To: ASC Central Committee
From: The preparer(s) of the proposal.  If the proposal is being presented on behalf of a committee, include that as well (e.g. Jane Doe and John Smith, L'Ami).

RE:  The subject of the proposal.  This is a phrase, such as "New microphone for KFOX."
Date:   Duh.

Proposal: A one or two sentence summary of what is being proposed, including the total cost if applicable.
Rationale:  The reasoning behind the proposal.  Explain why this proposal should be passed.  Convince the reader.

Cost: A breakdown of the cost of the proposal.  If the cost has multiple elements, be sure to add them up and give a total cost as well.  If your proposal has no cost, leave this section off.

If you are proposing to purchase equipment, be sure to attach to the proposal a copy of the specifications for the item(s) in question.  If the size or medium of the attachments makes it inconvenient to attach a copy to each copy of the proposal, you may instead include a single copy with the proposals that can be passed around.



Things to keep in mind:

· Print at least one copy of your proposal and turn it into a Central Committee Member 

· Hole-punch all proposals and attachments. 

· Anticipate and respond to potential questions and objections about your proposal in the rationale.

· Say as much as you need to, but avoid being overly verbose, as the reader will likely start to skim if the proposal is overly long.

· It is fine to present two options if necessary, but make sure it is truly necessary before you do so.  Do not present more than two options.

· Please combine similar proposals on the same subject or within the same vein.  For example, you do not need five separate proposals for five pieces of furniture you wish to purchase for the same organization.  However, do not combine proposals on different subjects.  For example, proposals to replace old equipment and purchase new equipment should not be combined.  It is easier for a committee to examine multiple proposals than to try to disentangle multiple requests in a single proposal.  

