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1 Components of a Policy Memo

1. Executive Summary:

Prove a two sentence summary of the policy memorandum. The first sentence should succinctly
describe the problem in the status quo. The second problem should explain the recommended
course of action and why it would solve the problem.

2. Problem and Significance:

Describe the problem, drawing in outside research where applicable, and the significance of
this problem. Why should the President care? Consider the magnitude of the situation or the
long-term consequences of this problem if unaddressed. This section should demonstrate the
problems which the policy will solve and be 1-2 paragraphs at a minimum.

3. Recent Events:

Explain why current policy solutions do not solve the problem. This section should demonstrate
why there is a need for your specific policy proposal.

4. Policy Proposal:

Provide a one to two sentence summary of your policy proposal. What does it do? Who will it
involve? How much will it cost? What will it entail?

5. Solvency Evidence:

Explain how the policy solution introduced above will solve the problems described in section 2.
Incorporate evidence from outside sources or empirical examples to demonstrate why your policy
will solve the problem. You should also include a discussion about why your policy solution is
better than current policy solutions.

6. Political Feasibility:

Consider the di↵erent domestic and international challenges to getting your plan passed. These
may be financial, organizational, or political. Discuss the di↵erent challenges, the consequences
of these challenges, how di�cult they will be to overcome, and how you might frame the proposal
to make it more palatable given these challenges. This section should demonstrate potential
obstacles or disadvantages to your plan and be 1-2 paragraphs at a minimum.
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2 Additional References

• Researching a Policy Memo

– Government Websites

– Congressional Research Services (CRS), https://fas.org/sgp/crs/

– Think Tanks: Brookings, Heritage, Carnegie, CNAS, CSIS, RAND, IISS, CFR, etc.

– Newspapers: New York Times, Wall Street Journal, Washington Post, Fox, Al-Jazeera,
BBC, Economist, etc.

– Library

• Writing a Policy Memo

– Tips for Writing a Policy Memo, Harvard Kennedy School
https://www.hks.harvard.edu/ocpa/cms/files/communications-program/writing-resources/

writing-public-speaking-handouts/PP_Brodsky_Policy-Memo_3_23_15.pdf

– tl;dr

⇤ Use short sentences

⇤ Use active voice

⇤ Use footnotes or endnotes

⇤ Use headers

⇤ Use empirical examples and statistics where applicable

⇤ Do not assume the reader knows the jargon or terminology associated with your
policy issue.

• Policy Memo Examples

– Sample Policy Memo Template, Harvard Kennedy School
https://www.hks.harvard.edu/content/download/66717/1239678/version/1/file/

sample-policy-memo.pdf

– Example: Memo on the Obama Administration’s Campaign against ISIL
http://larsen.house.gov/sites/larsen.house.gov/files/images/2014.11.13%20HASC%

20Hearing%20Memo.pdf
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