Memorandum
TO: Assigning Lawyer

FROM: You

DATE: When Memo is Due

RE: [Case/Matter Number] [Client Name] [Matter Name]  – [Subject of Memo]
[Optional] Summary of Assignment
If you are in a busy firm with lots of lawyers and a constant churn of cases, then it’s probably not a bad idea to get into the habit of including a brief summary regarding the memo. Lawyers are often busy, juggling dozens of cases at once. They might not immediately recall why they asked you to look into the matter at hand. A quick summary will help jog their memory. If you’re in a smaller/less busy firm, this might be unnecessary. Example:

[As per our discussion on (date)]/[In response to your email request on (date)], this is a discussion on the state of the law regarding…
Issues Presented
1. Whether [issue X applies to this situation]

2. Whether [issue Y applies to this situation]
Short Answers
1. Yes, [short explanation].

2. No, [short explanation].

These are short answers. Often times new lawyers want to expand, clarify, and qualify themselves here. This is not the place for that. This is where you take a stand and state your opinion in two or three sentences. There will be time to address all aspects of the issues in the main portion of the memo.
Facts
Present an overview of the case/matter at hand. Make sure to include details that are of importance to the specific issues presented.
Discussion

[Subheading – first issue]
Generally speaking, always lead with the most important issue first. (See “Discussing Cases” below for how to specifically discuss a case).
[Subheading – second issue]
Address second issue here.
Conclusion
Wrap it up with a statement of what you expect happen. “Given the case law and the facts of this particular matter, issue 1 should…”
