22 March 2005

Memorandum for:
MAJ Chris Hornbarger

From:
Student name

Subject:
Guest Lecture Synopsis: Dr. John Doe, 

Deputy Assistant Secretary of State for Consular Affairs
Dr. John Doe, Deputy Assistant Secretary of State for Consular Affairs, gave a guest lecture to a joint assembly of SS493: Homeland Security, SS376: Bureaucratic Politics, and SS473: American Foreign Policy, from 1245-1340 on Tuesday, 22 March 2005 in Robinson Auditorium. Dr. Doe, MAJ Smith, and MAJ Hornbarger and approximately 40 cadets attended the lecture.

Overview of Lecture and Classroom Discussion
Provide a reasonably comprehensive summary of the guest’s lecture or presentation and classroom discussion, highlighting the key points and issues. 

This section should be about one half to two-thirds of a page. Normal conventions of style apply – in particular, if your overview should appropriately be divided into several paragraphs, then do so!  (Common student tendency is to assume that because this is one section, then it should be one endless, unstructured paragraph).  As with all writing, substance and readability drive format, not the other way around.  Assume that you are writing this memo for a senior official, and he or she is quickly reviewing your memo in the sedan on the way to a meeting with the guest lecturer.  Therefore, while your analysis should be thoughtful and compelling, your prose and format should be rapidly digestible.
Analysis
Analyze (don’t summarize!) the lecture and class discussion, relating it to the readings, other guest lecturers, and previous lessons in the course. It may be worthwhile to articulate how the guest lecturer's perspective or comments complemented or differed from other views we've considered or discussed.  The intent of the analysis section is for you to synthesize and think critically about the guest lecture within the context of everything we have learned in the course so far.  
This section should be no more than two pages long.  It is frequently useful to divide this section into subsections with headings.  For instance, if you wish to highlight three key issues, you may structure your analysis around three sections formatted as follows.

A Bioterrorist Attack Will Not Be Localized Like Katrina.  Provide your analysis, which could be several paragraphs.
Significant Danger that “Copy Cat” Attacks Will Increase Over Time.  Provide your analysis.

While Technology May Provide Solutions, Current Research Efforts are Insufficient.  Provide your analysis.

Conclusion
Do not merely summarize what you just said (i.e. a redundant, “throw away” conclusion).  The following questions may be appropriate, though others may be more appropriate depending on the substance of the lecture and your analysis: What are the implications or broader significance of the lecture and your analysis?  What does your analysis say about current policy?  What are the implications of your analysis for how we should shape or change policy moving forward?  If you were to make recommendations to senior officials or to the public based on your analysis, what would they be?
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