
HOW TO WRITE A BRIEFING NOTE EXAMPLE

What is a briefing? Briefings, whether in the form of briefing notes, longer briefing papers, or oral briefings, are used to
keep decision makers informed about the.

Use effective words, check for grammatical errors and emphasize on your point by using bullets and subheads.
How has it evolved? Issue also Topic, Purpose : A concise statement of the issue, proposal or problem. A
useful briefing note distills often complex information into a short, well-structured document. These sections
are very significant to the effectiveness of a briefing note: 1. The purpose. It is important to back your
statements with evidence and to double-check your facts. The background section aims to give an overview
about the history of the topic and background which lead to the problem. It sets out in the form of a question
or a statement what the rest of the note is about. You may also see Note Templates in Word. The current status
of the issue. With the complexity of the issue or topic, it is important to weed out what information to include
and what to leave out; however, this section should remain unbiased. The briefing note example is usually
used by a government official or other policy maker. However, the information you include in this section
must not repeat or must not be repeated in the current status section. Tips for Writing a Briefing Note Follow
these tips in writing a briefing note to ensure that all the information is presented in the correct manner. You
can also see nursing note templates. To succeed, a briefing note should be: short: one to two pages, and always
as short as possible concise: a short document isn't necessarily concise; concise means every word is used as
efficiently as possible clear: keep it simple and to the point; always keep your reader firmly in mind and
include only what matters to that reader reliable: the information in a briefing note must be accurate, sound
and dependable; any missing information or questions about the information should be pointed out readable:
use plain language and design your BN for maximum readability use white space, subheadings, lists, font, and
other means of making reading easier How is a BN structured? Issue The issue section of your briefing note
can also be labeled or used to discuss the topic or purpose of your note. The information that you put in your
briefing note must be true, accurate, and factual. Key considerations In this section, a summary of important
facts, considerations, developments, and everything that needs to be considered now is stated. A briefing note
is a short paper that quickly and effectively informs a decision-maker about an issue. Browsing and ordering
these templates is easy, as most of these companies provide worldwide delivery. Keep the reader's needs
uppermost in your mind when selecting and presenting the facts. Briefings, whether in the form of briefing
notes, longer briefing papers, or oral briefings, are used to keep decision makers informed about the issues
they are responsible for. Conclusion All of these Briefing-Note-Templates are available for free. Remember to
substantiate any statements with evidence and to double check your facts. Options also Next Steps, Comments
: Basically, observations about the key considerations and what they mean; a concise description either of the
options and sometimes their pros and cons or of what will happen next. What Is Included in a Briefing Note?
Available in various styles, these templates also come with the option of customizing, so that one can make
these more suitable to match his particular need. Background As the title of this section would suggest, it gives
out the details and significant relevant information relevant that would give context about the topic. Briefing
notes are typically written for high level executives, and ministers of the cabinet, naturally they have serious
lack of time. Additional details may be attached as appendices. This section typically gives a brief summary of
the history of the topic and other background information. The next part is the consideration section where
possible solutions are suggested and in the conclusion section you can give your own recommendations.
Creatively used your words to convey your main point without being redundant. Make it easily accessible. The
people may not have time to scan other notes or research report just to follow your briefing note. Is everything
there that needs to be there? So it is important that you keep your note concise and to the point.


