TIPS ON WRITING A POLICY MEMO
How to write a policy memo the right way by paying particular attention to its structure. Check the most interesting topics
ideas. Follow the best writing tips.

Accessibility A policy memo requires clear and simple language that avoids unnecessary jargon and concepts
of an academic discipline. By building this compensation into your policy recommendations, you are better
able to show the reader how to reduce political obstacles. Provide a blueprint for the implementing your
recommendations. Both provide useful approaches to writing a policy memo should your professor not
provide you with specific guidance. Provide relevant, concise background. You are allowed to provide the
reader not only with the brief description of the problem but also with the recommendations on how to deal
with it. So use a draft, which allows having the free flow of thoughts, and then analyze what should be
included in your work, what kind of information should be excluded from it because it doesn't add any value.
The best part about this template is that it can be used for a number of purposes as well. Also, refrain from
dramatic embellishment, hyperbole and emotional rhetoric you are not writing a political speech or an op-ed
article. Multiplying it by the price change thus shows the percentage change in the amount of the good that
will be demanded. Give only the information that is necessary but be ready to provide the full source for any
data provided. Anticipate the reader's questions -- examine your recommended courses of action and identify
any open-ended, declarative, or ambiguous statements that could lead the reader to have to ask further
questions. Before writing your memo, be sure you are clear about how your professor wants you to cite any
sources referred to in your analysis. Professionally Written Always keep in mind that a policy memorandum is
a tool for decision-making. The validity of your findings will be determined primarily by your reader's
determination that your policy recommendations and supporting action items are realistic and rooted in sound
reasoning. It will indicate which groups could be expected to support the policy and which groups would be
likely to oppose it. Identify the stakeholders impacted by the proposed solutions and describe in what ways the
stakeholders benefit from your proposed solution. The well-structured outline is a backbone of any paper, and
a memo isn't an exception. Be sure your analysis is thorough and takes into account all factors that may
influence possible strategies that could advance a recommended set of solutions. Massachusetts Institute of
Technology. Do not skip around. Use of short subheadings- you can use a short subheading just to clarify to
your reader on the points you are addressing. Subdivide the text using clear and descriptive headings to guide
the reader. In these cases, the education policy memo template may be used. In accordance with the specific
memo format, you should follow the guidelines below when writing your policy memo: Write the header line;
Start with the engaging sentence; Describe the problem you are going to discuss; Highlight the significance of
the issue; Share the pieces of advice on how to deal with the problem effectively; Provide both your arguments
and counter-claims against your opinion; Prove that the counterarguments have no ground; Do your best to
prove that the solution offered by you is worth attention; Conclude the memo. It is focused on providing a
pre-determined group of readers the rationale for choosing a particular policy alternative or specific course of
action. Use of non-textual elements -- review all tables, charts, figures, graphs, or other non-textual elements
and make sure they are labeled correctly. The overarching goal is to be thorough and precise in how you
present ideas and to avoid writing that uses too many words or excessively technical expressions. Bad: "Some
people will react to the increase in the gas tax by taking taxis, buses or other public transportation since those
forms of transportation are now somewhat less expensive than using a private automobile. The elasticity
shows the percentage change in the quantity demanded for a percentage change in the good's price. Support
your issue- after mentioning what you wanted of the readers, you can go on and give illustrations just to be
clear on what you mean or improve their understanding. You need to summarize your points and state the
cause of action needed by your readers. Identify the winners and losers It's very important to figure out who
would be helped and who would be hurt by a proposal. If a new policy is to be introduced or if there are
changes to be made, then you could take the help nurse policy memo template. These people will continue
driving but they would generally be likely to take fewer trips than before the tax.

