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The purpose of this note is to help the reader understand the purposes, characteristics and content
of briefing notes and provide a template.

Purposes of Briefing Notes as a Tool for Meetings

- Convey clear and concise information about an issue that will be discussed during a meeting

- Describe the context, analyze issues, provide options and explain recommendations for
informed decision

- Inform or persuade an audience about recommendations, decisions or course of action

Characteristics of a Briefing Note

- Concise (one or two pages) and focused

- Clear (easy to follow)

- Reliable (objective, accurate and complete information)

- Readable (using technical jargon and abbreviation only as needed)
- Professional

- Targeted to participants / audience of the meeting

- Consistency

- Standard format for easy reference

- Be conscious of the public disclosure (Newspaper) test
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Content

- Name of governing body and/or committee
- Date of meeting
- Objective of the note (information, discussion, recommendation, approval)
- Subject
- Proponent(s) / Author(s)
- Purpose / Requested action
Summarize the purpose and requested action (1-2 lines)
- Context / background
Provide contextual factual information and history
Set the stage for considerations
May include current status
- Key considerations / key points
Facts, arguments, opinions, analysis needed
Appendices could be use
- Risks (if applicable)
- Resource requirements and communication implications, if any (if applicable)
Implications
- Recommendation / Motion
Desired outcome
- Conclusion / Next steps
Next steps and timeline
- Persons consulted
(who (name and position), when)
- Supporting materials / documents
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(_ ) for information  (__) for discussion

Subject
Proponent(s) / Author(s)

Purpose / Requested action

Context / background

Key considerations / key points

Risks (if applicable)

BRIEFING NOTE
(Date of meeting)

(_ ) for recommendation

(_ ) for approval

Resource requirements and communication implications, if any (if applicable)

Recommendation / Motion, if applicable

Conclusion / Next steps

Persons / Groups consulted

Name

Position

Date

Supporting materials / documents
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