
HOW DO YOU WRITE A PROFESSIONAL POLICY MEMORANDUM

Policy memo writing assignments are intended to promote the following Keep it professional and avoid hyperbole that
could undermine the.

Go directly to the point- after deciding on what you are going to write on, you should avoid the salutations
available in other letter writing formats. It is well organized and structured in a clear and concise style that
assumes the reader possesses limited knowledge of, as well as little time to conduct research about, the issue
of concern. Massachusetts Institute of Technology. Department chair. If the limitation cannot be overcome, it
does not necessarily undermine the overall recommendations of your study, but you must clearly acknowledge
it. In particular, ask yourself if each of your recommendations are realistic, feasible, and sustainable, and in
particular, that they can be implemented within the current bureaucratic, economic, political, cultural, or other
type of contextual climate in which they reside. If you choose to argue for maintaining the current policy
trajectory, be concise in identifying and systematically refuting all relevant policy options. In this sense, most
policy memos possess a component of advocacy and policy advice intended to promote evidence-based dialog
about an issue. The tone is usually very important in memo writing because it will determine the attitude that
the recipients will have towards your memo. You will need to request your readers to give their say about a
certain issue and specify how they should forward the suggestions. Thanks in advance. Review your memo
and make sure you have clearly delineated who could be helped and who could be potentially harmed or
excluded from benefiting from your recommended policy actions. Give recommendations. Cover Page
Provide a complete and informative cover page that includes the document title, date, the full names and titles
of the writer or writers [i. Be sure to also state by whom and within what time frame these actions should be
taken. As noted by Wilcoxen, this is also important because describing who may or may not benefit can help
you anticipate which stakeholder groups will support your policy recommendations and which groups will
likely oppose it. If these elements are located in appendices, make sure references to them within the text is
correct [i. Minimize subjective reasoning -- avoid emphasizing your personal opinion about the topic.
Introduction and Problem Definition A policy memorandum should begin with a short summary introduction
that defines the policy problem, provides important contextual background information, and explains what
issues the memo covers. It contains the entire medical history of the person. Cornell University; Memo:
Audience and Purpose. Do not hide or under-report information that does not support your policy
recommendations. Professionally Written Always keep in mind that a policy memorandum is a tool for
decision-making. Proposed Solutions Write a brief review of the specific solutions you evaluated, noting the
criteria by which you examined and compared different proposed policy alternatives. Be straightforward about
it because doing so strengthens your arguments and it will help the reader to assess the overall impact of
recommended policy changes. Avoid lengthy digressions and superfluous narration that can distract the reader
from understanding the policy problem. Yes, there are certain commonalities in how the content is presented
[e. However, if you use supporting information in a memo, cite the source in the text. Note that you can
propose solutions that may be considered radical or unorthodox, but they must be realistic and politically
feasible. Use of non-textual elements -- review all tables, charts, figures, graphs, or other non-textual elements
and make sure they are labeled correctly.


