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Communication Drafting Template

	Ref #
	Communication Subject:  

	Vehicle/Channel(s)
	

	Recipients (To)
	

	Sender (From)
	

	Planned Send Date
	

	Reviewers
	

	Approver
	

	Attachment
	<Attach any supporting documentation and describe it here.>

	Title/Subject Line
	



Message Body:
<Replace this text with your draft. Keep the message concise so it is easy for readers to understand and remember accurately.>
This template is used to create a first draft of a communication that will need approval by others. To gain more space, delete this box and move the table up. The “Ref #” and “Communication Subject” refer to the ref # and subject of a specific communication that is listed in your Communications Matrix.
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For OCM guidance or assistance with the tools, please contact joe.banicki@das.ohio.gov at the Agency Engagement Center.
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