Template Tip Sheet
This tip sheet offers suggestions about what to include in your templates. 

A. The case study template is a document that allows individual members to present a problem for the group to solve. The template could include the following fields:
· Background information about the organization (mission statement, relevant projects, organizational data, such as number of full-time employees, budget, quantities of service provided, affiliations, etc.)
· A description of the challenge to be discussed by the COP in one or two sentences
· A description of the approach taken to date, including who was involved, what actions they took, how long the approach has been used, and what the results have been
· A description of the challenges that have been experienced with the approach taken to date.
· Questions to be discussed by the group 

B. The promising practices template is a document that captures practices which the group agrees are the best or most innovative approaches for an organization to take to perform a specific type of activity.  Suggested fields for the template include: 
· Practice summary 
· Issue description
· Practice description
· Real-life examples
· Elements for implementation
· Benefits and risks
· Measuring impact 

C. The lessons learned template is a document that captures lessons uncovered throughout the course of the COP. It’s essentially a log of key learning that the members of the COP have found valuable and would take less time to develop than information about promising practices. Fields may include:
· Issue description  
· Lessons learned 
· Real-life examples 
