Sample Template for Reports

[REPORT TITLE]

[date and draft #]

SUMMARY 

Highlight and type over this line to enter material. 
GLOSSARY (if needed)

Highlight and type over this line to enter material.  
BACKGROUND

Highlight and type over this line to enter material.

METHODOLOGY
Highlight and type over this line to enter material.

DISCUSSION

Highlight and type over this line to enter material.

· Type here to use bullets, as needed. (Additional bullets will be added automatically when you hit return or enter.)
· Type here to use m dash, as needed for another level of indentation. (Additional m dash will be added automatically when you hit return or enter.)
Use Subheads as Appropriate (Heading 2, in caps & lower case)

Highlight and type over this line to enter material.
FINDINGS

F1. Type findings here. (They will be numbered automatically after you hit enter or return.) 
RECOMMENDATIONS

R1. Type recommendations here. (They will be numbered automatically after you hit enter or return.)
R2.
REQUEST FOR RESPONSES

The following responses are required pursuant to Penal Code sections 933 and 933.05:

From the following individuals:
· Type titles of individuals here and list the findings and recommendations (by number) that each individual must respond to. (Bullets will be added automatically when you hit return or enter.) 

From the following governing bodies:

· Type names of governing bodies here and list the findings and recommendations that each board must respond to. 
Invited responses

Type titles of individuals here and list the findings and recommendations (by number) that each individual is invited to respond to.

Reports issued by the Grand Jury do not identify individuals interviewed. Penal Code section 929 requires that reports of the Grand Jury not contain the name of any person or facts leading to the identity of any person who provides information to the Grand Jury.  
BIBLIOGRAPHY (if needed)
Type here

APPENDIX (if needed)
DISCLAIMER (IF NEEDED) 
PAGE  
PAGE  
1

