January 10, 2006

MEMORANDUM FOR 
Secretary of Homeland Security

FROM:
Chris Hornbarger

SUBJECT:
Role of Military Forces in Domestic Incidents
You
 are attending a meeting of the Homeland Security Council (HSC) and National Security Council (NSC) principals next week to discuss the appropriate role of military forces in responding to domestic incidents of national significance, and on the appropriate coordinating structures between the Department of Defense and the Department of Homeland Security.  

A second paragraph providing a succinct “bottom-line up front” may be appropriate, maybe not.  You decide.  It often makes sense to summarize (not discuss or analyze) your recommendations here.  

Heading 1

Discussion – may be one or several paragraphs, as appropriate.

Heading 2

Subordinate heading 1.  Discussion – may be one or several paragraphs as appropriate.  You may or may not find it necessary to use subordinate headings.  Avoid further hierarchy.  You should avoid bullets, but if you must use them (a simple list), use the following format: 

· Bullet 1

· Bullet 2

· Bullet 3
Subordinate heading 2.  Discussion.

Subordinate heading 3.  Discussion.
Heading 3
Discussion.  
Final Heading

TAB A – Title of first enclosure.  

TAB B – Title of second enclosure.

�Please use civilian date format if the assignment says your memo is intended for a civilian official


�Use paragraph one to set the stage and orient the reader to the purpose of the memorandum.


�Use whatever structure best communicates the substance of your memo.  No single format works for all situations, so I will not suggest one here.





Many variations to the basic architecture of this memo are possible and used in different organizations, but this format contains the key components of a policy memo without extraneous formatting conventions.





Seek to make the memo as readable and quickly digestible as possible, while still containing whatever level of detail is necessary – don’t oversimplify complex issues.  


�Title of this paragraph could be “Conclusion,” “Recommendations,” “Way Ahead,” or something else.  You decide what makes the most sense.  You are speaking with the official – how do you want to close your presentation?


�You may include enclosures (such as talking points for the meeting, background papers, etc.), though you should limit such material to only that which is essential.  In this course, you do not need to include any enclosures to your memos.





