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Memorandum to the Minister
[Succinct Statement of the Subject or Issue – e.g., Intergenerational Farm Transfer]
(For Information) 
Purpose:
State the purpose of this memorandum in one sentence. Keep it simple: use “on” or “about” rather than “regarding” or “with regard to”. (e.g. “To inform you on…”)
Highlights:
Provide 3-4 bullet points that summarize the rest of the document – think if this was all the Minister had time to read, would it provide enough clear information?
Summary and Context:
Summarize the article. Describe the situation by specifying who is involved, what is currently happening, why the matter is important, the context in which it is playing out, etc. It may also be useful provide a brief history of the events and the decisions that have already taken place on this matter, as it relates to your assessment.
Assessment of claims: 
Assess the validity of each main point, considering potential biases or gaps in information. Argue either against or in support of the overarching viewpoint expressed in the article. Include supporting evidence and the properly labelled graph supporting your position. 
Example: 
Figure _: Chart title

Source: 
Considerations:
Provide data, evidence, connections between the topic and other issues, concerns, matters, impacts and repercussions, and links to any other key departmental or governmental priorities. Identify stakeholder positions or expected reactions to the issue or initiative, if applicable. 
A stakeholder is a person, group, organization, or other government who may be impacted or have an opinion on the issue and potential resulting policies. For example, the National Farmers’ Union may have spoken about Intergenerational Farm Transfers in the past. 


--- Content below will not count towards the page limit ---
Prepared by: 
[Your name]
[Date]

References: 
Title of media article [link to media article referenced]*** (important to include)
Please also properly cite any supporting references here.
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