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Executive Summary

No more than two pages, ideally one page. Expect that most readers (even if they like your message) will only read this section. In this section, ‘tell your readers what you’re going to tell them’ in detail in the body of the document, and reemphasize this in the call-to-action conclusion.
White Paper Content
Purpose: [Provide the reader with a statement of the issues and the desired outcome to resolve the issues.]



1. Background: [Provide the reader with the history of relevant factual information to establish the context for the issues.]


2. Discussion: [Discuss the, the positions of various constituents and cite authoritative sources for both sides of each issue.]
 


3. Analysis of Options: [Identify the Status Quo, Options 1 …n and the cost/benefits/timelines or other appropriate metrics for each of the options.]



4. Recommendations: [Provide the reader with the recommendation that best addresses and resolves the issues.]



5. Impact Statement: [Identify what will occur if the recommendations are not taken.]



6. References: [Provide the author, source, date and other identifying element.]


7. Appendices: [A listing of documents that are referenced to in any of the above areas for the reader to gain additional insight to the issue resolution process described in the White Paper.]


 
Author(s) & Affiliations: _____________________________
General Recommendations

Define your target audience and adapt your tone. Define the characteristics of the people you are trying to persuade, letting their concerns guide both the tone and content of your document. The style of the overall white paper should be easy-to-read, and the tone should be informational and informative for tech-savvy audiences.

Hook them with a title. The white paper title not only has to get attention, but it should more importantly tell the readers what’s coming. A lively title attracts more readers than a description of the content. Always include a mention of the basic problem and the target market. For example, “Five Thing Computer Hackers Don’t Want You to Know” sounds more intriguing that “PC Security Measures.”

Pick a writing style suitable to the purpose and audience. Avoid the temptation to get too technical and explore the possibly of writing the white paper in AP style. Writing a white paper in AP styles provides you with the flexibility to repurpose the document for a byline article or enterprise pitch and the less editors have to fix, the more likely they are to use the content as written.

Reemphasize your call to action in your conclusion. When it comes to a well-written white paper, the last thing you write is just as important as the first. Make sure you’ve put as much though into your call to actions as you have to your theme. Make readers want to pick up the phone and call your subject matter experts with a persuasive and compelling conclusion.

American Council for Technology/Industry Advisory Council

The American Council for Technology (ACT) is a non-profit educational organization established in 1979 to assist government in acquiring and using information technology resources effectively. In 1989 ACT established the Industry Advisory Council (IAC) to bring industry and government executives together to collaborate on IT issues of interest to the government. In 1997 ACT established the Intergovernmental Advisory Board (IAB) to foster communication and collaboration between IT executives at all levels of federal service – Federal, state, local and tribal governments.

The American Council for Technology, in cooperation with the Industry Advisory Council and Intergovernmental Advisory Board, is a unique, public-private partnership dedicated to helping government use technology to serve the public. The purposes of the organization are to communicate, educate, inform and collaborate. ACT also works to promote the profession of public IT management. ACT and IAC offer a wide range of programs to accomplish these purposes.


ACT and IAC welcome the participation of all public and private organizations committed to improving the delivery of public services through the effective and efficient use of information technology. For membership and other information, visit the ACT-IAC website at www.actgov.org.
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Disclaimer

This document has been prepared to provide information regarding a specific issue. This document does not – nor is it intended to – take a position on any specific course of action or proposal. This document does not – and is not intended to – endorse or recommend any specific technology, product or vendor. The views expressed in this document do not necessarily represent the official views of the individuals and organizations who participated in its development. Every effort has been made to present accurate and reliable information in this report. However, ACT-IAC assumes no responsibility for consequences resulting from the use of the information herein. 

Copyright

©American Council for Technology, 2011. This document may be quoted, reproduced and/or distributed without permission provided that credit is given to the American Council for Technology and Industry Advisory Council.

Further Information

For further information, contact the American Council for Technology and Industry Advisory Council at (703) 208-4800 or www.actgov.org.
 SYNOPSIS [Not to exceed 100 words]��The following White Paper addresses [state the purpose, issues and how the recommendations will satisfy or otherwise best resolve the issues raised.]
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