ADVOCACY STRATEGY  ·  POSITION PAPER TEMPLATE
POSITION PAPER TITLE: POLICY DECISION AND SPECIFIC ASK
TEMPLATE GUIDANCE — TARGET LENGTH: 2–4 PAGES / 1,000–1,800 WORDS
This template sets out Advocacy Strategy's best-practice structure for a position paper. Replace the bracketed guidance with your own content, delete anything that doesn't apply, and keep the finished paper as short as the issue allows. Draft the Key Points box last: once written, it should answer so what, and now what?
	Key Points / Executive Summary
1. Issue — the issue, and why it matters now — who's affected, in one or two sentences.
1. Message 1 — core message 1, in one sentence  Why: the argument behind it  Evidence: the evidence that backs it  Ask: the specific call to action it drives
1. Message 2 — core message 2, in one sentence  Why: the argument behind it  Evidence: the evidence that backs it  Ask: the specific call to action it drives
1. Timing — urgency, policy window or key date, if relevant.


Add a third message only if the paper genuinely needs it. Draw each message from the strongest points already made in Section 1 below, condensed to one line each — the executive summary should stand on its own, without the reader needing to turn the page.
1. POSITION OF YOUR ORGANISATION AND RECOMMENDATIONS
	1. State the organisation's core position in one memorable sentence. This can double as the top line of the key-points box above.
0. Structure the body around 2–4 titled arguments — Miller's Law suggests people retain about 5–9 points at most, so fewer, stronger arguments beat a long list.
0. For each argument, cover four things: the core message, the reasoning behind it, the evidence that backs it, and the specific call to action. Keep it to 2–3 short paragraphs.
0. Link to the relevant policy or legal text — article, paragraph, recital, annex, consultation question or legislative stage — where possible.
0. Translate the evidence into a clear policy argument. If a claim is not yet sourced, mark it [Evidence needed] rather than inventing support.
0. Use a constructive, positive tone: show the public-interest rationale, not only the organisation's commercial or institutional interest.
0. Use plain English, short sentences and concrete examples. Define any technical term before relying on it.
0. Put forward a real solution for each argument — an amendment, transitional measure, guidance, pilot, safeguard, review clause or alternative wording — and add a chart, timeline or visual where it strengthens the case.
0. Don't include too many points. Keep only arguments that are well evidenced, decision-relevant and necessary to support the ask.
1. Make the ask specific and actionable. Address it to a named audience — a ministry, regulator, rapporteur, committee, agency or negotiating team — not simply “policymakers.”
	OPTIONAL VISUAL
A timeline, data point or decision-process diagram.



2. COUNTERARGUMENTS
	1. Present the strongest opposing arguments in neutral language before responding to them. Don't caricature the other side.
1. Support rebuttals with evidence and explain why the proposed solution is more proportionate, workable or legally coherent.
1. Where useful, add a compact actor – position – leverage table, or a short paragraph on the coalition landscape.
	OPTIONAL FACT BOX
Sourced figures and dates that strengthen the rebuttal.


3. CONTEXT AND BACKGROUND — FACTS THAT MATTER
	1. Provide only the minimum background needed to understand the live decision point: relevant legislation, articles, timelines, institutional status, evidence, and why the issue matters to the organisation, members or constituency.
1. Aim for around 200 words. Cite every factual claim and date any figures that change over time.
	OPTIONAL
A quote or one high-impact fact that anchors the reader before they reach the argument.


4. SUPPORTING EVIDENCE AND FURTHER INFORMATION (OPTIONAL)
List 4–8 core sources, studies, data points, legal references, consultations or stakeholder statements used in the paper. Every key fact in this list should also appear in the body with a citation. Skip this section if the citations in the body already cover it.
5. ABOUT YOUR ORGANISATION
Include your organisation's logo above or alongside this text.
[Organisation name] is a [type of organisation] representing [members / constituency] in [geography / sector]. Its mandate is [remit]. Keep this to 2–4 sentences and avoid marketing language. Add a small map or membership graphic only if your geographic footprint genuinely supports the argument.
6. CONTACT AND REVIEW
Responsible staff member: [Name, job title]
Email / telephone: [Email] / [Phone]
Date of release or last review: [DD Month YYYY]
Next review date: [DD Month YYYY]
Sign-off: [Name / body]
7. QUALITY CHECK BEFORE PUBLISHING
Before circulating, check the draft against these ten points.
1. Clarity — Succinct and to the point — ideally no more than four pages. The executive summary captures the main arguments and the ask.
1. Structure — Opens with a clear title and executive summary; arguments are ordered logically with evidence for each point; a background section sets the context.
1. Evidence — Research is comprehensive and relevant; sources are credible and cited; data and statistics substantiate the claims.
1. Persuasiveness — The position and key messages are unambiguous; potential counterarguments are addressed; the calls to action are specific.
1. Style — Language is clear and accessible, free of unexplained jargon; charts, graphs or infographics are used where they aid understanding.
1. Audience fit — Tailored to the named reader, and to the cultural, regulatory or political context they sit in.
1. Editing — Checked for grammar, clarity and coherence; every factual claim has been double-checked; reviewed by a knowledgeable colleague.
1. Currency — Reflects the latest policy developments and any feedback already received.
1. Presentation — Includes a contact section, and any annexes needed for deeper technical insight.
1. Adaptability — Built so it can be updated as the file, the politics, or the evidence moves.
Tip: running the draft through a readability check (for example, the Gunning Fog Index) before release helps confirm it reads well for a general audience, not only for specialists.
ANNEX
Use an annex only for technical detail, supporting examples, full legal wording, methodology or longer evidence tables. The main paper must still stand alone.
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