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Overview 

You have identified an issue in your community and now it’s time to do research, write policy, get published, 
and take action! This document and the writing rubric will provide you with a step-by-step guide on how to get 
your idea published in Roosevelt’s 10 Ideas Journal. All resources and deadlines are available through our 10 
Ideas website: Roosevelt10ideas.org 

Resources & Tools 

• Use this Writing Guide to help identify all the mandatory sections for your policy memo.  
• Use the 10 Ideas Writing Rubric (bit.ly/10Ideasrubric) to know exactly how your policy will be 

reviewed throughout the process  
• Use Roosevelt’s Loft resources (bit.ly/rooseveltpolicywriting) for training materials to help you 

prepare your policy.  
• View past years’ published examples on our website for best practices. 

 
Published Examples 

1. Suspending Suspension: An Inclusive Disciplinary Framework to Support Student Learning in 10 
Ideas for Education bit.ly/10idsuspension 

2. Fighting Pain with Pills: Overprescribing and the Opioid Addiction Epidemic in 10 Ideas for 
Healthcare bit.ly/painwithpills 

3. Modernizing Maryland’s Tax System: Authorizing the Use of Pre Populated Personal Tax Returns in 
10 Ideas for Economic Development bit.ly/10ideasmarylandtax 

 

Style & Format  

Please run through this checklist to make sure your final 10 Ideas memo meets all format requirements! 

ü Submit a Word.docx file 
ü Do not add a title page 
ü Do not add any author’s name to your memo. Authors should remain anonymous on the word document 

that you submit.  
ü Make sure your memo contains all required sections and word counts (listed below). 
ü Your citations should follow Chicago-style with endnotes   

Chicago-Style Citation 

Properly cited sources are required for all 10 Ideas submissions. Please follow Chicago- style citations 
with endnotes to ensure your 10 Ideas memo is considered as a final submission.  
You can refer to http://www.citationmachine.net/chicago and 
http://www.chicagomanualofstyle.org/tools_citationguide.html for citation guidance.  
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Required Sections  

Submissions that lack one or more of the requirements outlined below are disqualified from consideration. 
 
Title (4-12 words) 

In a few words, the title should create a sense of policy action and urgency. Using a colon is a great way to 
include both the problem and the solution in only 4-12 words. 
 
Example: 

• Closing Orphaned Wells: Preventing Spills When Oil Companies Go Bankrupt 
• Illegal Guns in Chicago: Holding Firearm Buyers and Sellers Accountable  

	  
Thesis Statement (20-40 words) 

Your thesis statement should provide a one-two sentence summary of your problem and solution. This section 
should clearly: 1) introduce the problem you are seeking to address 2) provide a brief description of your policy 
solution 3) reference key stakeholders that could act on your policy. Brevity is key; please stick within the 
word limit.   
 
Example: Modernizing Maryland’s Tax System: Authorizing the use of Pre-Populated Personal Tax Returns: 
Maryland’s General Assembly should authorize the establishment of a pre-populated personal tax return 
(PPTR) system for simple returns to reduce the state’s cost of processing returns, improve accuracy, and 
create a straightforward service for Maryland taxpayers. 
 
Background & Context (175-230 words) 

The Background & Context section should provide a baseline introduction to your problem and the 
potential for a solution. This section should outline: 1) the history of the issue 2) causes & effects of 
the issue 3) key groups or communities that are impacted 4) urgent need for policy change.  
	  
Some questions to consider: 

• What is the issue you are addressing? 
• Whom does the issue currently impact? 
• How did this issue come to be?  
• What systemic breakdowns led to this issue? 
• How has the issue been dealt with in the past and why isn’t it working? 
• What is the political context the reader should be aware of when thinking about this issue? 
• Why is it important to act on the issue immediately? 
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Talking Points 

Talking points provide the 3-4 key messages of your campaign for anyone that would like to advocate 
your idea. These talking points should also be short, bullet-point phrases (not sentences). These 
should include 1) core arguments in support of your policy 2) urgent need for immediate action.  
 
Example: Employing a supplier diversity manager will streamline regulatory compliance and 
reporting and more efficiently connect purchasers to diverse suppliers. 
	  
The Policy Idea (70-90 words) 

Since you have already shared the why & who’s to your policy, this section should answer the 
questions of what and how.  Provide a succinct summary to your policy; brevity and clarity are key. 

	  
Policy Analysis (200-250 words) 

The Policy Analysis section is where you will attempt to sell the value and importance of your policy 
read to a neutral observe. This section should outline:  

1. Why your policy proposal is the best solution to the issue at hand. To do this, compare and 
contrast other policies through cost-benefit analysis, budget projections, target audience size 
and impact, multiplier effects, consequences of inaction, case studies, and more.  

2. How the communities impacted by the issue you are tackling would benefit from your policy 
proposal.  

3. Relevant facts, numbers and other statistically relevant data points to convince your 
audience. This is not a place to editorialize or offer opinion.  

 
Note: Since you will not be able to include all your research here, it’s important to prioritize the most 
compelling points for this section.  
	  
Next Steps (100-150 words) 

In this section you want to outline 1) the institution responsible for the change you are prescribing 2) key 
allies that would support your policy 3) key targets that you will target for supporting it’s implementation. For 
each, please present a one-line description of why you have identified them. For a more detailed 
understanding of allies, institutions and targets please refer to Roosevelt’s Mapping the Institution training on 
Loft.  

Key Facts (75-100 words) 

These 3-4 key facts should be short, bullet-point phrases (not long sentences) that provide the reader with 
simple, thought-provoking statistics/facts (with citations), tailored specifically to the policy you’re proposing. 
These may overlap with your policy analysis, as long as they list the most important figures to understanding 
the importance and specifics of your policy.  
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Example: For every $100 spent locally, $52 is re-circulated or reinvested within the community.  
 
Note: The difference between key facts and talking points.  While talking points identify the key arguments in 
support of your policy, key facts provide hard data to back up your claims.  

Action Plan Snapshot (150-400 words) 

This section is to share your top-level strategy to drive you idea into action. It should include the following 
components: 

• Campus/Community Outreach: Provide a plan for you are going to promote your policy idea and do 
outreach on campus and in your community. Also include the tactics you are going to employ to retain 
supporters and keep them engaged. 

• Policy Affairs (Legislative/Government/Administrative): Include specific legislative actions 
(testify before _______, lobby ______, participate in public forum, etc.). 

• Coalition: Provide a list of key partners you want to have meeting with to organize around your policy 
idea. 

• Communication Plan: Give us insight to the media message you are planning to use, what outlets you 
are prioritizing, and the spokespeople you need to tell a compelling story. 

• Timeline: Provide a six-month timeline (December-to-May). 
• Other: Be creative and share with us other strategies to build your idea to impact. 

 
Endnotes 

Your 10 Ideas submission must include an endnotes section.  Endnotes provide legitimacy and credibility to 
your piece.  
 
They must follow the Chicago-Style citation guidelines (see page 1). To ensure total accuracy, we are requiring 
that all submissions use the automatic endnote tool on the Word.doc.  

	  


