
HELP WRITING A LEGAL MEMO SAMPLE

In Schenectady Stove Co., for example, the plaintiff delivered to defendant a be sure which facts are most legally
significant when you first start writing the memo. The short answer should function as a roadmap to help readers feel
oriented.

They have more on their plate than you. You may have also grappled with a seemingly contradictory
assortment of facts: some seem to fit into the requirements of the rule; others suggest that the rule is not
satisfied. Assignments on legal memo prepare you to be very precise with your analysis of law and its
applications. The legal issue is written in the form of a question that is answered in the following section.
Answer Answer all questions completely and directly. Then state the order in which the remaining issues or
subparts of an issue will be discussed. The description should be accurate and complete. Under these
circumstances, the Court of Appeals held that no contract was ever made between the parties with respect to
an order that defendant submitted because the plaintiff had not made an offer that was complete and definite in
all material terms. All factual information that later appears in the discussion section of the memorandum
should be described in the facts section. This section should include a minimum of one strategy as well as the
pros and cons of using that strategy. Lawyers on UpCounsel come from law schools such as Harvard Law and
Yale Law and average 14 years of legal experience, including work with or on behalf of companies like
Google, Menlo Ventures, and Airbnb. It should actually improve. The more writing you do, the more thinking
you do, the better you should become at it. This means writing the research in a way that's easily
comprehended and digested. A court would likely conclude that the shopper did not state a cause of action for
breach of contract because the advertisement did not constitute an offer which, upon acceptance, could be
turned into a contract but rather and invitation to negotiate. The discussion that follows the statement of facts
should describe the law as it applies to the case, and it should also state the pros and cons of at least one legal
strategy. The conclusion should be limited to one paragraph, and in some cases involving just one short issue,
the conclusion might not be necessary at all. 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. 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. The balanced description of law and fact that you
provide in the question presented should be mirrored in the short answer. The introductory section should
summarize and synthesize the rule, setting out all subparts of the rule and clarifying how they relate to one
another. Table of Contents It's helpful to make a table of contents for the reader. The memorandum should be
clear so the reader understands the case and the laws that affect it. Bear in mind that the busy law-trained
reader will value conciseness in this section, so try to present only those facts that are legally significant or
that are necessary to make the problem clear. This will prevent any confusion. The plaintiff had demanded a
particular model of radio that was not listed in the ad, and the defendant had declined to sell it at the reduced
price. The introductory section is also where you would mention, if applicable, information about the
procedural posture of a case, about burdens and standards of proof, and about rules of interpretation pertinent
to the law you are applying. In your own memo, you can recount the facts completely chronologically, you can
put the most important incidents or facts first, or you can cluster the facts into discrete topics if the facts are
complex and if this is the easiest way to understand them. Always include the name of the jurisdiction
involved, e. When you expand your thought all the way into a piece of coherent writing, it becomes complete.
Discussion There are two ways to discuss legal issues. Geismar v. Note as you read this section how the writer
fleshes out the facts, holding, and reasoning of the Schenectady Stove Co. In the rule proof you discuss cases
to support the rule statement. A complete and well-balanced question presented is incisive â€” it immediately
gets to the heart of the legal question â€” and it orients the reader to the factual context. Not pretty good.
Include a brief statement. As the court noted in Lovett, 19 a prospective purchaser does not have the right to
select items that the retailer does not have in stock or is not willing to sell at a reduced price. Then write the
memo exactly the way the want it.


