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BUSINESS/COMMUNITY PARTNER
This section will be a brief overview of the memo, including who or what the project is for.

NEED/PROBLEM
This section addresses the background of the problem that you are solving or the need you are addressing.

ACTION/POLICY
This section describes what task(s) you will do to solve the problem.

EVIDENCE/DISCUSSION
This is the longest section of your memo. It is where you include all the details that support your ideas/project. Is this task workable? Will it solve/contribute to the need in the most effective way? Does it connect to your program area?

CLOSING
This section closes with a courteous ending that states what action you want your reader to take and why.







PAGE  
1
The Center for Advanced Learning (1484 NW Civic Drive ( Gresham, OR 97030 ( 503.667.4978

www.thecenterforadvancedlearning.org/capstoneprocess

