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Sample Outline for Communicating Implementation Accomplishments to Stakeholders 

The following outline provides an overview of the types of information to be included when communicating implementation accomplishments. This correspondence may come from the company’s senior management, energy manager, project lead, or communications team. The correspondence may come in the form of a letter or memorandum.
1. Overview of Project
a. Purpose of project
i. Objective of project
ii. System(s) analyzed
iii. How this effort benefits stakeholders, if necessary/appropriate
b. Participating departments and/or individuals
2. Results
a. Expected results
b. Results to date
3. Next Steps
4. For more information
a. Contact information
b. URL/Intranet location, if available
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