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Know the purpose of your memo

By

Analytical

Summary and analysis of:

Problem
Objectives
Stakeholders

Possible approaches

@
Advocacy

Makes recommendations:

advocates for a particular

policy agenda or approach




Who is your audience?

AsK:
Can they do anything about the problem?@

What constraints might they havee

Are they resistant or likely allies?




Best Practices

. Add your Bottom Line Up First (BLUF)

. Clear and concise style

. Concrete verbs

« Minimize passive voice or flowery language.

. Specific, nformative headings and subheadings

. Make it skimmable

. Background/Executive Summary that summarizes main points
and recommendations

« Visuals — Ask: Is it helpful to understanding the memo?¢



Basic
Memo
Structure

*This will vary across
concenftrations

Heading

Executive Summary/Problem

Background/Evidence/Recommendations

Conclusion

Exhibits (optional)




Text-based

More graphics

Tee Asdrew Foben VP & Tyler EHim, Sentor Dioncton Corporate Stralegy & e
Sart ATy

From Mastrr of Frrvtronmrsral Masageomesst Candidate, Nu ot Sechvns!

Dt ek 2012

Subjects Wal-Mart Soatalnatality Srategy & Butiness Vadar

aralie vertirws, Wal-Mart's adhsios

Wb Mart's strwtegy Is 4 fo n ferthberiong

N v and

ardehip. The

s Tather Duan an
ry srwan of Socus Sor W

vcal esire 1o take [
Mart' s pew banlsew

of which being the §

e o

The agpreach Wal-Mart i ux v Lacking ta several key yiels

rendty With o the Srzateghe | Ma
Strategy. Wal-Mart can Iopee fot 1t tnly mere lucrative remids bet 2 dert coracsren 1o
Yunnar

AT hewral P fnZaan (ow aade

o Hire speciaiand eavirmemental it

o AdverTisemerat

area s date For eaammpin,

v theve

ol Ovganie Testie Standant

widetices 0n CTgaE

the 3pest stringes ety possitie. A
ocenn, Wal-Mart

v Lowacds their pouds

1juees for B vigpydy chate pr.

¥ bebeved were the srioest. This shaes Aligeacy atrd perseve:

t et 1evived the

\ et A 4

e wry

WKL propect, BAg

< oncm &
envomme sl
pr——

S sessnnnnrinen

»

J

10 (AT 1M wvhen) P

AT 1 NGE 0 Agency

Sevrend of KHL, perme
Vil Snate Dt

Proa. Trams revohes
017 prawit dvedtly
et & mew oo

o1

rralde

v

FEBRUARY 2022

CRISIS OR ENERGY FRONTIER?

European Energy Options in the Face
of Mounting Geopolitical Tensions at
the Russia-Ukraine Border

EXECUTIVE SUMMARY

The United States and European officials continue to finalize proposed sanctions in the event Russia invades Ukraine,
but European dependence on Russian fossil fuel exports complicates these proceedings. Fossil fuels are Russia’s
primary export and a major tool for geopolitical control since the Cold War. The EU's commitment to a 55% reduction
in greenhouse gas emissions by the year 2030 threatens Russia’s long-term control over global energy markets but
also leaves European countries at risk during this immediate period of international tension. Damage to infrastructure,
increase in prices, or even a complete shutdown of exports amidst potential conflict may leave the European
countries with insufficient power, monumental energy bills, or with the right policy-- a chance at a greener future.

EU ENERGY PORTFOLIO

In line with the Paris Agreement, the EU has committed to reducing
greenhouse gas emissions by at least 55% before 2030 [5]. As part
of this plan, Europe has shifted away from fossil fuels. 34% of EU's
power now comes from renewable energy [3]. However, 22% of the
EU's energy still comes from natural gas [6), 35% of which is
imported from Russia [1]. A draft of the EU’s Green Energy
Taxonomy conditionally listed natural gas as a green energy source,
dividing European leaders with more progressive energy leaders
branding the move as "greenwashing" [6].

Damaged Infrastructure
In the event of conflict, natural gas
infrastructure may be damaged,

particularly in Ukraine which transports
1/3 of Russian natural gas exports [1].
Shut Downs Transit in Ukraine
Putin has demonstrated a desire to
reduce transit through Ukraine,

temporarily shutting down transit in NORD STREAM 2
2009 (2]. Gas transit fees make up 4% ”
of Ukraine's GDP [3]. Germany is the most of the big
R powers, as the EU's largest consumer of natural gas [2]. The recently
Payment C Nord Stream 2 pipeline connects Russia with Germany

Sanctions on Russian financial systems
may hinder natural gas purchases.
Sanctions to the Swift Financial system
have thus been taken off the table (4].

under the Baltic Sea. This $11 billion investment is completed but
inactive as it has not received regulatory approval [3]. Germany has
phased out coal and nuclear power, leaving pipelines from Russia
and renewables as the nation’s two most viable energy sources.

Increase in Fuel Prices S

Price increases may be market-driven Despite this, German Chancellor Olaf Scholz has expressed an
due to competition for scarce openness to sanctions against the pipeline, weakening Putin’s
resources or from Russian sanctions. economic leverage (3].

Full Shut Down fromRussia  NATURAL GAS PRICES

Experts are divided on the chances of a
full shut down of Russian fossil fuel
‘exports, but it remains a possibility.

© 6 6

Natural gas prices tripled last year from the economic boom
associated with the end of COVID-19 lockdowns [7), leading to what
is considered the worst European energy crisis since the 1970s [1].




Heading

To: Timothy Geithner, Secretary of Treasury (WRITER'S AUDIENCE)

From: Michelle (Min Eun) Jeon, Policy Advisor (WRITER'S NAME AND TITLE)
Date: 2/20/2012 (DATE)

RE: Overcoming the Obstacle: House Speaker John Boehner (MAIN IDEA)

Should be informative



Executive Summary

* a short summary of the entire memo
« States the problem
« Explains why important
* Presents recommendations

* |Includes the BLUF



BLUF for your audience

Bottom An effective BLUF distills the most

Lo Important information for the reader
(Sehgal, 20146).

Up

Front Quickly answer the five Ws: who, what, where, when,

and why.


https://hbr.org/2016/11/how-to-write-email-with-military-precision

BLUF in the Executive Summary

1. Describe an issue

1. Narrow to a policy problem
(why is it important?)

1. Advocate for a policy position

*Make sure to write about a focused policy
problem and not just a broad issue!

What’s the difference?

Issue: The geopolitics of the Arctic are
shifting.

Problem statement: The U.S. government
lacks tools to protect its interests in the
Arctic

Example from Harvard Kennedy School Communications
Program (www.hkscommprog.org), Harvard University



Executive Summary Sample

RE: Increasing community engagement in climate hazard mitigation projects and policy

Executive Summary
Sea-level rise, which may top 12 inches by 2050 according to the National Oceanic and

Atmospheric Administration, threatens Carteret County's shorelines. An extra foot of
water will flood critical infrastructure and homes during hurricanes and during sunny-day
high tides. An equitable response to these climate hazards will require citizen
participation, but the necessary level of meaningful engagement is challenging for any
local government. To ensure citizen participation in climate hazard mitigation projects, |
recommend: 1) establish a citizen-led climate adaptation commission, 2) promote
transparency by hiring a risk communications specialist, and 3) partner with local groups

to host community-education event and make use of their communications channels.
Source: India Mackinson, 2023



Executive Summary Sample

Why it's
States the important
problem

Executive Summary
Sea-level rise, which may tep 12 inches by 2050 according to the National Oceanic and
Atmospheric Adminigtration, threatens Carteret County's shorelines. An/extra foot of
water will flood critical infrastructure and homes during hurricanes and during sunny-day
high tides. An equitable response to these climate hazards will require citizen
participation, but the necessary level of meaningful engagement is challenging for any
local government. To ensure citizen participation in climate hazard mitigation projects, |
recommend: 1) establish a citizen-led climate adaptation commission, 2) promote
transparency by hiring a risk communications specialist, and 3) partner with local groups
to host community-education-event and make use of their communications channels.

. Source: India Mackinson, 2023
Recommendations



Evidence/Recommendations

Recommendation 1
and Evidence

Recommendation 2
and Evidence

Recommendation 3
and Evidence

Recommendation 4
and Evidence

Robustly Fund CCS and Advanced Power Systems

Fund Carbon Use and Reuse _

While the Administration’s Fossil Energy request for 2017 was their largest to date, it is still slightly below
2016 enacted levels. Congress should meet or exceed previous funding levels for the recently-restructured
“CCS and Advanced Power Systems” program within the Fossil Energy budget.

Informative,

The 2017 budget proposal does not request any funding for the Carbon Use and Reuse activity. However,
value-added products provide necessary cost reductions that allow for earlier and more effective CCS
deployment and there is increasing private sector interest in carbon utilization, as demonstrated by the
Carbon XPRIZE. As a first step, Congress should add to this momentum by providing $10 million for the Carbon
Use and Reuse activity within the Carbon Capture subprogram.

Protect Demonstration Funding through the Clean Coal Power Initiative

The Clean Coal Power Initiative (CCPI) began in 2002 and is a cost-shared partnership with industry to develop
and demonstrate cleaner coal power generation technologies at the commercial scale. The 2017 budget
proposal requests that Congress include language to allow up to $240 million in existing CCPI funds to be used
towards the R&D budget, which would pull funding from potentially promising large-scale projects. Congress
should leave these funds where they are in order to enable additional CCS deployment.

Request a CCS Cost-Reduction Plan from DOE

2017 is a first step, but accelerating clean energy technology can’t be done in a single year. Like SunShot, CCS
needs a long-term commitment. Congress should request the DOE produce a detailed, multi-year plan with
the goal of cost-competitive CCS deployment. This plan should include both the large-scale pilots in the 2017
budget and future demonstration projects.

bolded
subheadings!

Sentence-level
organization:
clear and concise
1idea per sentence
concrete verbs



Conclusion

Restate key recommendations
Include big picture, overall goal, or need

Sample conclusion:

Climate change is a complicated problem, but this part of the solution
Is simple: we need CCS to meet emissions goals; we need to lower
technology costs to deploy more CCS; and we have a proven model
for cost reduction in SunShot. With the facts before us, “SunShot for
CCS becomes a rare no-brainer for climate policy.



Citations and References

Cite dll outside sources

Keep in-text citations consistent

might be parenthetical or footnoted
(check with supervisor or instructor)

Only use high-quality references
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KXL also wasn't intended to

iInCrease domestic supply—most
KXL oil is intended for export®.




Reminder: Best Practices

. Add your Bottom Line Up First (BLUF)

. Clear and concise style

. Concrete verbs

« Minimize passive voice or flowery language.

. Specific, nformative headings and subheadings

. Make it skimmable

. Background/Executive Summary that summarizes main points
and recommendations

« Visuals — Ask: Is it helpful to understanding the memo?¢
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