
HOW TO WRITE A LEGAL WRITING MEMO

Sample Memo. TO: Gaby Duane FROM: Clark Thomas RE: Loman's Fashions â€“ Breach of contract claim (advertising
circular) DATE: April 26, QUESTION.

Second impressions matter. Not pretty good. The short answer serves two functions: i it provides hurried
readers with an accessible, bottom-line prediction as well as the core of the relevant law and facts; and ii it
provides the more thorough readers with an outline or digest of your subsequent discussion section. Rather,
reserve your legal conclusions here, whether or not the advertisement constituted a formal offer for the short
answer section. Relevant policy matters can be included, or discussed in a separate section. To be used in a
hearing or brief? Discussion An introductory or "umbrella" paragraph s is a helpful way to define the legal
rule s that you will be analyzing. You would usually be looking at how the intended legislative change would
interact with existing legislation eg between the Commonwealth and the States, or with existing provisions
within an Act. To produce an accurate and well-crafted rule statement, you must have a good understanding of
the existing legal authority on which your rule statement is based. Holbrook, N. You may not be sure which
facts are most legally significant when you first start writing the memo. Keep in mind that the reader will be
judging your credibility as a legal thinker based on among other things the congruity of your tone with the
data at hand. Many law offices will expect you to begin with a short thesis paragraph that briefly identifies the
issue and the applicable rule without elaboration , and restates the short answer. At the same time, bear in
mind that the office memo should be a stand-alone document that can fully inform any colleague in your law
office who may read it; therefore, the facts section should always contain a full and coherent recitation of the
relevant facts, whether or not the principal reader of the memo already knows them unless, of course, you
were instructed to do otherwise. They have more on their plate than you. However, the ad indicated that the
store, opening for business on the day of the sale at 7 a. You should identify any undisputed issues, and
explain why they are not in dispute. Then give a brief usually no more than four or five sentences long
self-contained explanation of the reasons for your conclusion. Identify the level of certainty with which you
render a conclusion for each issue or sub-issue, but be sure to draw a conclusion even for closer questions.
Geismar v. In this memo, the writer has addressed the heart of the incident â€” the advertisement, the sale of
the coats, the arrival of the unhappy shopper â€” in chronological order in the first paragraph; a second
paragraph collects relevant background information about the client. T he defendant breached his duty to the
plaintiff by operating the school bus while intoxicated. If the legal issues are complex, you may even choose
to further break up your analysis by subsections. Occasionally you may be asked to add a 'letter to the client'
or the memorandum may be for the client as well as for a legal colleague. Your thinking may become clearer
and better organized as the writing proceeds. Also, do not comment upon the facts in the facts section or
discuss how the law will apply to them. After you have done all this, you must take a position and make a
statement about how the court will apply the law. First impressions matter. Summarize for your reader how
the relevant law applies to your significant facts. You may use question-style sub-headings, and number
paragraphs for ease of reference. Then you should disregard everything below and conform to the template. As
a general rule, include no citations.


