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Prof. Matthews

Checklist for Persuasive Memo
I.
Form - all “local rules” followed, including:

A.  Caption, name of document, etc.

B.  Page limit, page numbers, proper font size 

C.  Proper margins (1") & paragraph indents (½")

D.  Conclusion, date, & signature block  

E.  2 spaces after period at end of sentence

F.  Headings – centered, underlined

G.  Double-spaced text

H.  Left margin justification only

II.
Question Presented
A.  Legal inquiry is first and accurate

B.  Includes all legally relevant facts

C.  Inquiry is neither too narrow, nor too broad

D.  Question is clear and succinct, not wordy

E.  Answer “yes” & client wins

F.  Question is one sentence

III.
Statement of Facts
A.  Portrays client sympathetically

B.  Voice is clear/consistent, told from client’s perspective

C.  Includes all legally relevant facts

D.  Includes necessary background facts 

E.  Facts are accurate

F.  Emphasizes favorable facts

G.  De-emphasizes unfavorable facts

H.  Theme/legal theory are apparent

I.  Avoids concluding/editorializing

J.  Includes legal posture/transitions to argument

IV. 
Point Heading(s): Main/Subheadings
A.  Main: state the legal result sought & why

B.  Subs (if appropriate) logically outline detail

C.  Each favorable to client

D.  Each clear & concise




E.  Each one sentence

V.
Argument
A.  Rule paragraph(s): 

1.  Sets out accurate & favorable rule

2.  Starts with well accepted general rule, then narrows down to legal point at issue

3.  Rule has “rhythm”

4.  Rule ends with a conclusion to transition to “rule explanation”

B.  Organization: follows paradigm per element

C.  Analysis 

1.  Appropriate case attention: facts, holding, reasoning

2.  Policy arguments made

3.  Factual analogies made

4.  Unfavorable cases distinguished or explained

5.  Arguments are logical, reasonable, thorough

6.  Facts argued creatively

VI.  Paragraphing
A.  Paragraphs are logically ordered

B.  Paragraphs begin with thesis sentences

C.  Avoids “In Smith v. Jones” sentences

D.  Paragraphs sentences are clearly connected

VII.  Writing  Generally
A. Uses transition sentences or words

B.  Writing is clear, precise, concise, Plain English 

C.  Avoids legalese (aforementioned, in regard to, due to the fact that, whereby, such, said)

D.  Uses gender neutral terms

E.  Avoids using the first person (I, we, us)

F.  Avoids expressing own feelings or beliefs

G.  Uses active rather than passive voice, unless passive appropriate

H.  Uses appropriate (professional) tone & level of formality (Edwards, pp. 236-237)

I.  Follows legal usage and customs (Edwards, pp. 237-239, including using past tense when referring to court actions)

J.  Has subject/verb/pronoun agreement

K.  Avoids conversational language, contractions

L.  Uses correct punctuation

M.  Uses accurate spelling

VIII.
Citation and Crediting Authority (including

 avoiding plagiarism)

A.  Provides authority where needed

B.  Uses proper Bluebook citation form, including basic citation with pin point pages

C.  Cites appropriately to court documents

D.  Uses proper short form

E.  Uses quotations appropriately 

F.  Does not start a sentence with a quotation

