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I. Introduction 

In order to make available to our Technical Working 
Groups the common analytical tools for preparing policy 
paper and provide common frame of reference, we are 
providing the attached formats and brief descriptions of the 
types of issue papers. 

These includes: 1) case studies, 2) theoretical and 
methodological papers, 3) trends and forecast, 4) 
papers for issue and transactions, and 5) issue mem-
orandum. 

Case studies will be applicable where the analyst 
want to look at a distinctive feature of the situation. 
There are cases wherein the problem situation may 
be analyzed by scrutinizing the unique features of 
the conflict situation, such as the legal institutions, 
pressure groups, etc. 

Theoretical and methodological papers focus on the pur-
pose of exploring a new concept or technology for discus-
sion purposes, and or pilot-testing purposes. 

Trends and forecast are significant in establishing the caus-
es of the problem and historical context. This is also useful 
in determining what can be relegated for future decisions or 
adoption. 

papers for issues and transactions will be used specifically 
for reviewing existing policy/program or examining the 
transaction between two states. 
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FORMAT FOR CASE STUDIES 

A. Case Presentation 

In order to give the reader a general picture of the case 
prior to presentation of results of the case analysis, the 
writer should provide a narrative description of the facts of 
the case, by introducing 1) the major and minor characters 
involved, 2) the problem situation, 3) the general environ-
ment and its distinctive features, and 4) the events charac-
terizing the situation. 

The manner of presentation of the case material will vary 
depending on the nature of the problem. The case material 
may be written by describing the major events in chrono-
logical order or describing a conflict situation with a major 
character or structural set-up or the dynamics of the group 
interaction and the focus. it should be noted that the prin-
cipal elements of the case should include 1) time factor, 2) 
process of development, 3) structural factors, and 4) socio-
logical dimension. 3 

It would be important for the analyst to find out the time 
perspective of the problem in order to situate it within the 
context of other relevant events of dominant policy struc-
tures during the period in which the problem occurred. The 
process of development is also important in determining 
the underlying causes or effects of the problem. Structural 
factors include the predominant features of existing insti-
tutions, organizations or policies and programs that might 
have influence the process of development of the prob-
lem. Sociological dimension refers to nature of interest or 
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pressure groups, the psychological make-up of the group 
leaders or members of negotiating panels, the political phi-
losophy characterizing groups which influence the policy 
environment. 

B. Case Analysis 

The process of case analysis involves the following steps: 

1.	 Identification of the point of view which the 
analyst wishes to take in looking at the case 
problem. This may be the first-person point of 
view, the second person point of view, or the third 
person point of view. 

2.	Statement of the Problem. The analyst will identify 
and determine the problem, its nature and features, its 
cause and effect relationships, and resultant problem 
conditions. 

3.	Objective. The analyst shall specify his objective(s) 
in conducting the case study and its limitations. 

4.	Areas of Consideration. The analyst shall describe 
the areas of consideration within the context of the 
whole problem situation. 

5.	Alternative Courses of Action. This portion 
will identify the alternative courses of action that 
are available to the policy maker considering the 
above-mentioned objective(s) and areas of consid-
eration. This will explore also the advantages and 
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disadvantages of taking each identified course of 
action. 

6.	Recommendations. This portion will specify the 
preferred alternative of the policy analyst from 
among the explored possible course of action above. 

II. THEORETICAL and METHODOLOGICAL PAPER 

A. Rationale 

This portion will introduce the reader into the rationale, 
purpose, or justification for conducting this particular ex-
planatory study. 4 

B. Objective 

This portion will identify the general and specific objec-
tives of the theoretical and/or methodological study. The 
general objective is a statement of the primary aim of the 
paper, which is further broken down into specific objectives 
or the detailed elements of the study. 

C. Scope and Coverage 

This portion will describe the scope of the study, including the na-
ture of the study, duration of the study, or area coverage of the study. 

D. Methodology(ies) 

This portion will identify the specific research and analyti-
cal tools or techniques to be employed by the writer. It will 
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also describe the contributions of this paper to a general 
undertaking or project as well as its limitations in meeting 
the defined objectives. 

E. Review of Related Literature 

This portion will describe the available major research studies 
or publications made on the subject matter. It will also identify 
the major proponents of the concept of the study, is historical 
context or the characteristic setting which influenced the so-
cio-psychological make-up of the proponents. 

F. Presentation of the Concept or Theory 

This portion will explain the general framework of the 
concept/theory which is the central focus of the study. 
This includes a description of the logical flow of ideas 
covered by the concept, its essential features and their 
interrelationships. The concept shall serve as the future 
reference for subsequent analysis of the concept uses 
and applications. 

G. Presentation of Research Finding 

This portion will summarize the highlights of the study, result-
ing from the use of selected research methodologies. This may 
be supported by statistical tables diagram, survey reports. 5 

H. Analysis 

This portion will include the analysis of the research 
data gathered, their inputs to the utility of the concept/
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hypothesis proposed, their implications to the policy 
sciences discipline in general or to the policy study in 
particular. 

I. Recommendations 

This portion will state the specific recommendation 
of the paper to the policy makers and the general 
public. 

III. PAPERS ON TRENDS AND PROJECTIONS 

A. Analysis of What is to be Forecast 

This portion will include an analysis of the revenue4s or 
opportunities (benefits), costs or problems, the volume or 
quantified targets, and size of operations entailed by a past 
or existing policy or program. 

B. The Projections and Errors 

Having identified the trends exhibited by all the import-
ant benefits, volumes, fixed and variable costs in the 
past few years, the policy analyst will have no difficulty 
in simply extrapolating these over the next five, ten or 
twenty years. Exactly how far he needs to project will 
be considered later. 

In the process, the policy analyst will determine 

1.	which items of volume, revenue and cost are important 
and beneficial and with are negligible; 
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2.	which trends may be carried forward from the past to the 
future and which trends must change; 

3.	 how soon some of these trends must change; and 

4.	what events have occurred and may occur again, and 
what effect they had on the government’s interest. 6 

The policy analyst should draw up a systematic report of 
his findings. It should be methodologically constructed; 
thus, this potion will include the following: 

1.	Conclusion 

2. Assumption made 

3. Major factors noted in the study 

4. Detailed projection of each item 

C. Factors Affecting benefits 

This portion will list all those factors that might or could 
possibly affect benefits of adopting a certain policy or 
program in the future, whether or not they actually affected 
benefits in the past. 

D. The Forecasts and Errors 

Using the above as a checklist, the policy analyst mod-
ified the projections. This means that instead of as-
suming the future will be identical to the past as when 
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making the projections, one attempts to determine in 
what way the future will be different. 

Thus, in this portion, the policy analyst will now draw 
together all his forecasts into a systematic statement of 
conclusion. 

The forecast report portion will consist of: 

1.	Benefits forecast for each of the next ten or twenty years; 

2.	Forecast of each of the four components (revenue, vol-
ume, variable costs, and fixed costs) for the next 10 or 
20 years with brief notes on those few factors that are of 
outstanding importance 

3.	Forecast and notes on the other major factors that will 
affect benefits by 3 or 4 percent. 

4.	Notes on some of the factors which though unlikely to 
occur, could be important if they did. 

The forecast will be revised continuously as new trends 
emerge and events occur. 7 

IV. POLICY AND STRATEGIC PAPERS 

A. Situationer 

This portion provides the background information on the 
status of the policy in question or under review, and the de-
tails on the policy environment, policy outcomes, the inputs 
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of subject policy to the decision-making process vis-à-vis 
the subject policy. 

B. Identified Gaps 

This portion will identify and determine the calculated gaps 
in planning and implementation of the policy or related 
policies, based on analysis of errors made previously. 

C. The Decided Task 

The policy analyst now decides on the task given the policy 
gaps explored above. 

D. Policy Statements 

Drawing up the policy statements will be preceded by the 
following: 

1.	 review the possible means, including their strengths and 
weaknesses; 

2.	 review possible policy areas; 

3.	 test the effect on benefits of the use of identified possible 
means on existing policy; 

4.	 test the effect on benefits of the use of identified possible 
means on new policy; 

5.	 test the effect on the government of benefits/costs to be 
assigned; and 
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6.	 determine the means 

The policy statements will this consist of: 

1.	Objective 

2. Constraints 

3. Means 8 

V. PAPERS ON ISSUED AND TRANSACTIONS 

A. Purpose 

This will include a statement of the purpose of the issue/
transaction paper, with an introduction to the focus of the 
issue/transaction to be developed. 

B. Statement of the Issue/Transaction 

This portion will describe briefly the issue or transaction which 
is the subject for discussion. This include a statement of the 
nature of the major issue/transaction and the relevant sub-issues 
ore related transactions as well as the parties involved. 

C. Sources of Conflict 

This portion will determine and describe the possible sources 
of conflict characterizing the identified issue/transaction. This 
will provide an in-depth analysis of the interrelationships of 
the parties involved, the legal or institutional structure affected, 
and/or historical context of the conflict situation. 
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D. Outcome of Conflict 

This portion will identify and determine the prevailing 
problem conditions arising from the conflict to the unre-
solved or unattended issue and/or transaction.
 
E. Status 

This portion will explain the status of efforts previously 
made in different sectors regarding the resolution of the 
identified issue/transaction both at the policy planning and 
implementation levels. This will include as analysis of the 
previous efforts in terms of how they were able or unable to 
resolve the areas of conflict. 9 

VI. ISSUE MEMORANDUM 

_________________ 20 _____ 
FOR : __________________
           __________________
           ___________________

Regarding: ______________________________________
________________________________________________
________________________________________________ 

FINDINGS 
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Document affected: _______________________________
________________________________________________
________________________________________________
________________________________________________
________________________________________________
________________________________________________
________________________________________________
 
Description of issues/transaction involved: _____________
________________________________________________
________________________________________________
________________________________________________
________________________________________________
________________________________________________
________________________________________________

Other remarks: ___________________________________
________________________________________________
________________________________________________
____________ 
				    Prepared by: 

________________________ 
________________________ 

					     Committee

Noted by: __________________________ 
			   Name 
	      __________________________ 
		             Position
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