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Introductory Section

The submitting organization must 
be affiliated with the Board for 
Judicial Administration.

The submitting author must be 
the head of the organization. A 
separate place further down the 
cover sheet is available to list a 
more appropriate point-of-
contact.

The package must list one of the three 
core budget topic areas: Support Trial 
Courts, Improve Access to Justice, and 
Maintain Critical IT Infrastructure.

If the organization is submitting 
multiple proposals, they must be 
prioritized and that priority must be 
listed above. An explanation for how 
prioritization was determined is 
available further down the cover sheet.
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Summary Section

The title does not need to be the final 
title, but it does need to start with an 
active verb.

The summary should summarize the 
request. This is the portion of the 
narrative that will likely become the 
“Recommended Summary” text of the 
decision package.

The estimated cost should be 
an educated estimate based 
on previously implemented 
similar items.
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Collaborative Section

Explain how you/your org 
prioritized the requests.

Stakeholder outreach is 
critical. Nothing happens in 
a vacuum, and any other 
orgs affected by this request 
need to be consulted.
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Collaborative Section (continued)

The work we do is interconnected, and 
often AOC or other court entities are 
requested to do work as part of another 
org’s budget request. Those entities / 
AOC need to be consulted before work 
is required of them. 

The author of the package may 
not be the right contact person 
as we work through the details. 
Please list the correct contact 
person here.


	Decision Package Cover Sheet Guide
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5

