
WRITING A BRIEFING NOTE

Written briefings are usually done in the form of briefing notes. A briefing note is a short paper that quickly and
effectively informs a decision-maker about an.

Use effective words, check for grammatical errors and emphasize on your point by using bullets and subheads.
Bullet points should be used, with sentences as short and concise as possible. Is there an extremely important
statistic or quote that would assist them? Briefing notes created from templates are more effective than a
routine note. The Importance of a Briefing Note The following are the reasons why a briefing note is
important. Conclusion All of these Briefing-Note-Templates are available for free. Make sure to do research
and back up any claims with evidence. Is the BN easy to read, understand and remember? Be sure to check if
these elements, and whether there is a particular template you should follow. Is the BN designed so that it is
inviting to the reader? So it is important that you keep your note concise and to the point. The demands of
government these days are such that senior officials must constantly learn and retain information about an
enormous range of topics and issues, which change rapidly. The conclusion summarizes the solution,
recommendations, and advice. The briefing note example is usually used by a government official or other
policy maker. However, their ability to do so depends on the quality of writing and, in particular, how
concisely information is put forward. It must be brief, concise straight to the point or directly to the matter of
the issue. This section should explain in one or two lines why the BN matters to the reader. Keep it simple.
Research for reliability. Most of the people reading briefing documents do not have the time to shuffle through
papers or research to follow along with your proposal. The information that you put in your briefing note must
be true, accurate, and factual. This process is similar to that recommended for Writing a Summary. Other
individuals will be relying on the information to determine whether or not they will support the resolution of
your issue. The structure should consist of parts that include the issue or topic, background information on the
issue, the current status of the issue, important details, options for resolving the issue and the conclusion or
recommendations. There are many variations of a briefing note, all of which follows a different format and
structure. These can overlap â€” decision notes will necessarily have some of the same information as issues
or information notes, and so on. How has it evolved? Create the structure first. Do not repeat information that
you're including in the Current Status section. Consider whether the reader would need to know any particular
piece of information. It is an essential tool used by scores of organisations to maintain a hitch-free flow of
information from and to individuals or departments. Allows people to create a convenient structure for
argument and problem solving and to come up with to a formal resolution.


