
A Policy Briefing Template 

 

Title  

 

 

 

E.g. “An equal chance for local self-government” 

 

Executive Summary  

 

 

 

 

Tip: This may be the only section that some readers read so make it punchy! 

Introduction/Summary  

 

 

 

Tip: Remember that your reader may know very little about your policy area 

so what are the important things they need to know in order to understand 

the rest of your briefing? 

Methods and Approaches 

 

 

 

Results and Body 

 

 

 

Conclusions  

 



 

 

Policy Recommendations  

 

 

 

 

 

Tip: Include the specific set of actions that need to be taken in order to 

implement your recommendation but don’t forget to include a short 

paragraph/sentence reiterating the importance of this recommendation. – 

throughout your brief you are trying to persuade! 

References and Suggested Sources 

 

 

 

 

Tip: Here you are trying to show the credibility of your organisation and the 

argument you are putting forward so be sure to use well established 

sources. This is not a Wikipedia job!! 

Acknowledgments 

 

 

Tip: On a practical note the inclusion of contact details here provides a 

chance for stakeholders to discuss your policies further.  

 


