White Paper Outline (Suggested Format) 

I.    Introduction 
        A.    Write your selected title for the Project
        B.    Write your name, campus address, campus phone and fax number, your 
                email address.
        C.    Write a brief description of the project (1 or 2 paragraphs) using layman’s
                terms if possible.
        D.    Identify the length of time for the project

II.    Background 

        A.    Describe the history of your department/organization.

        B.    Describe the expertise and scholarship available to address the problem.

        C.    Describe similar successes of your work.

  
III.    Need
        A.    Write several paragraphs illustrating the definition of the problem or need.

        B.    Write several paragraphs describing the significance of the need.

  
IV.    Solution
        A.    Write several paragraphs outlining your solutions to the problem or need.

        B.    Describe how, when, and with what resources the solutions will take place.

        C.    Describe in detail the methodology to be implemented in the solution of the problem.

        D.    Create a simple time-line of the project.

V.    Benefits
        A.    Describe how your solution will bring new and revolutionary thought to the issue.

        B.    Describe how your solution will benefit the university, state, nation, world.

VI.    Evaluation
        A.    Describe how you propose to evaluate the program, validating the success/failure of the

                project (sell, institutional peers, contract, etc.)

        B.    Tell how the evaluation will be made available to the government.

 

VI.    Cost
        A.    Identify a Principal Investigator with an associated percentage of time required to successfully

                accomplish a project.

        B.    Identify other professors with an associated percentage of time required to successfully

                accomplish the project.

        C.    Identify number of student assistants required to accomplish the project (each work

                approximately 20 hours per week during the life of the project).

        D.    Identify any equipment needed to successfully accomplish the task (particularly

                specialized equipment).

        E.    Estimate dollars per year needed for current expenses (phone, paper, photocopying,

                etc.)

        F.    Estimate number of in-state travel miles dedicated to the project.

        G.    Estimate number of out-of-state-travel trips required, location, length of stay, etc.

        H.    Identify any consultants required to accomplish the task.  Estimate the cost of each.
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Here is a standard outline I use and co-developed. This White Paper
usually follows once the Green Paper has been signed off on by all
responsible parties.

White Paper Procedure

Definition: A White Paper is a report that explores a particular topic,
problem, or issue in detail, and sets forth recommendations for future
action. It contains an executive summary, statements of purpose, scope
and approach, discussion of assumptions, pros/cons, resources, costs, and
scheduling requirements, a summary that includes conclusions and
recommendations, and appendices, if applicable.

Date

Guidelines: The following are guidelines for each commponent of a
White paper:

Title Page with Abstract
Executive Summary
Introduction
Purpose
Scope
Approach
Discussion
What
Assumption
Where
How/Why
How Much
Pros/Cons
Summary
Conclusion
Recommendation
Appendix


I do have definitions for the above mentioned items, but this outline
should help you get started.

The following is a suggestion for the order in which you can develop the
report and make it easier to write.

Discussion
Appendices
Summary
Introduction
Executive Summary
Abstract

POINT PAPER 

SUBJECT: 

1. PURPOSE/PROBLEM: 

2. BACKGROUND: 

a

b. 

c. 

3. FACTS: 

a. 

b. 

4. DISCUSSION:

5. REFERENCES:

CONCLUSION

6. RECOMMENDATION:

7.  CONSIDERATIONS:  CONTRIBUTING FACTORS:  

8.  COST:

9.  AUTHENTICATION:

POINT PAPER ON FORMAL POINT PAPER FORMAT 
PROBLEM Statement  or  description  of  topic.  Type  “PROBLEM”  three  lines  from  title. 
BACKGROUND A summary of what has transpired to date. Block paragraph(s). 
DISCUSSION A summary of what remains to be done. Indented, numbered paragraphs. 
CONCLUSION 

RECOMMENDATION 

1. There are formal and informal point papers. Formats are not universal, but this is a sample of a formal point paper used by some major commands. 
2. Prepare on 8- x 10 1/2-inch plain bond paper. 
3. Center the subject or title in underscored capital letters approximately 1 inch from the top of  page. 
4. Place security classification and markings (if any) in accordance with security regulations. 
5. Use l-inch margins on top, right and bottom of page; use 1 1/4-inch margin on the left. Double-space  all  lines. 
6. Use appropriate language to permit use of the paper for oral delivery without considerable paraphrasing, deletion and substitution. Write points in a brief, telegraphic style. 
7. Formal point papers normally contain the five unnumbered headings you see underlined. 
8. Point papers are written briefs prepared to jog the memory of managers during oral presentations; they are based on the assumption the intended user has knowledge of the subject. They may be used in conjunction with a background paper when detailed background on a subject is  required. 
Point papers are outline guidance papers concisely stating facts and giving a series of reminders.
Point papers should do the following: 1. Point out areas of disagreement. 2. Include areas of agreement. 3. Be limited to as few pages as possible. (Enter office symbol of prepared here, in parentheses.)
Point Paper:    Format and Contents 

I.  PROBLEM: (problem statement and significance) 

· serves as the title 

· include the consequences to show significance of the problem.  It's OK to use statements like, "This is important because..." or, "This is significant because...". 

· Very important to be concise and absolute to inform the reader exactly what the paper is about 

II.  BACKGROUND: (facts) 

· What is known about the problem; facts - the use of data and measurements (numbers/statistics) is vitally important to understand the extent of the problem 
· What else needs to be known about the problem; questions/opinions. 

· Why is it a problem? 

· How important is the problem? 
· What has been the consequences of the problem? How does it eventually impact us or the environment? 

· Is there a trend?  Why? 

· What will happen to the problem if nothing is done? 

· What attempts have been made to solve the problem? Why haven't they been successful? 

· In this section, you should include answers to anticipated questions about the problem
· Use examples if picking a more general topic
III.  CAUSES: (reasons explaining why there is a problem)
· What are the causes of the problem? What is the root cause of the problem? 

· Understand the problem well enough so that the solution is obvious 

IV.  CONCLUSIONS: (restate problem statement and summarize causes) 

· Briefly restate the problem statement and summarize the causes as a final act of full problem understanding. 

V.  RECOMMENDATIONS: (provide a solution(s) that addresses the causes) 

· State your best solution 

· Why is it the best solution 

· Provide justification
· What are the drawbacks of your recommended solution? [image: image1.png]
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