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L E T T E R H E A D

MEMORANDUM
To:
[Leadership]
From:  
[Core Team Executive Sponsor]
Subject:  Formation of the [enter segment] Modernization Blueprint Core Team
The [Executive Governance Board] has commissioned the study of [enter segment] with the intent that a Modernization Blueprint will be developed and implemented.  The process of developing and implementing the Modernization Blueprint will be guided by a Core Team of individuals that have the responsibility and authority to represent their organizations in this process.  As the Executive Sponsor for this initiative, I am authoring this memorandum to communicate the intent of this initiative and to identify the membership of this important Core Team.

The development of a Modernization Blueprint is a significant endeavor for any portion of our mission.  The Modernization Blueprint will include the analysis of products and services, business processes, resource needs, and technology assets.  The Modernization Blueprint will ultimately conclude with a set of recommendations that have been formed and validated by the Core Team.  The specific statement of purpose for this Modernization Blueprint is:

[Enter Segment Architecture Development Purpose Statement]

The process of developing the Modernization Blueprint will be guided by the Core Team with the assistance of the Enterprise Architecture Program.  The Core Team will have total control of the content and direction of the recommendations that are put forth.  This will involve a significant amount of work on a weekly basis over the coming months.  The Core Team for this Modernization Blueprint consists of:
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The outputs of the Core Team will be made available for review and comment at [ENTER WEBSITE].  You are encouraged to interact with these Core Team members and provide feedback regularly.  If you have questions concerning the development of the Modernization Blueprint for [enter segment], please contact [NAME] at [PHONE NUMBER], or [EMAIL ADDRESS].
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