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	Prepared for: 
	Name

	Topic: 
	Month/Day/Year


Question
Provide a question in advance to assist readers in focusing their feedback.
Replace this text, or delete the textbox if desired

Issue

Provide a brief purpose statement (2-3 lines) that describes the focus of the briefing note along with the desired outcomes.
Replace this text, or delete the textbox if desired

Background

Provide a concise snapshot of the initiative or issue, who is involved, how it has evolved and current status.
Replace this text, or delete the textbox if desired

-

-

-
-

-

Discussion

Analysis of key factors that must be considered in addressing the issue—e.g. relevant facts, influential trends, relationships, issues, opportunities, risks, policies and protocols.
Replace this text, or delete the textbox if desired


Recommendation

Briefly describe options for action.
Replace this text, or delete the textbox if desired

Next Steps

Summarize timelines and approval steps. Is a communications strategy required?
Replace this text, or delete the textbox if desired

Attachment

If necessary, attach additional information that you have mentioned within the Briefing Note. 
Replace this text, or delete the textbox if desired

	Prepared by: 
	Name
	Date:
	Month/Day/Year
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