APPENDIX D





MILITARY BRIEFING GUIDES





�


	Following are some suggested approaches to briefings.  You must determine the specific format of each briefing according to the purpose and the audience.  Some briefings fit neatly into traditional formats; others do not.





	We've prepared this guide to assist in preparing a briefing.  These guides do not deal with mission briefings, situation briefings, command and staff briefings, or any other derivatives of the five-paragraph field order.





	Ask yourself as you create a briefing, "Is this briefing to inform (describe facts) or to request a decision?"





	Based on the purpose and audience, you decide how much information to include, what interpretation of facts to explain, and how to defend the recommendation.





	By recognizing these different activities, you can analyze your own thinking process as you prepare each briefing.  Keeping them separate in your mind will help you remember that just presenting facts is not the same as interpreting those facts.  Further, correctly interpreting the problem is not the same as justifying your recommendation.





1.	GENERIC ELEMENTS FOR ALL BRIEFINGS





	a.	Introduction.





		(1)	Early on, if not in the first sentence, summarize the bottom line and the major parts of the briefing.





		(2)	Announce the classification of your briefing.  Observe security procedures when showing classified visual aids.  (Skip this step for unclassified briefings.)





		(3)	Open with a brief thought that is relevant to the briefing and gains the attention of the audience.  (Your name and the purpose of the briefing do not accomplish this.)





		(4)	Introduce yourself to the senior officer and the audience.  If you employ visual aids, ensure they show the title of the briefing or summarize the bottom line and major parts or include background that doesn't delay the bottom line and major parts.





	b.	Development.  





		(1)	Cover the necessary background material.  Follow an organizational plan that corresponds to your major parts and includes enough detail (not too much, not too little) to satisfy your audience.  Stick to the subject.





		(2)	Show how and where you got your information.  If you use visual aids ensure they summarize each major part and, if appropriate, the minor parts.





�
	c.	Conclusion.





		(1)	Repeat your bottom line and major parts.  Conclude with a sentence that clearly shows the audience you've finished.





		(2)	Ask for questions and comments.





2.	INFORMATION BRIEF





	Information briefings all include an introduction, body, and a closing.  The introduction contains the bottom line and the major parts summed up in a few short sentences.  The body includes the discussion of the items, actions and analysis.  These help your audience to understand the information you present.  The conclusion draws together the briefing by recapping the main ideas, making a final statement and asking for questions.





	We have reproduced as figure D-1 the format for an Information Briefing found in FM 101-5, page E-5.





3.	DECISION BRIEF





	Decision briefings, like an information briefing, include an introduction, body, and a closing.  The introduction contains the bottom line and the major parts summed up in a few short sentences.  The body includes the discussion of the evaluation criteria, proposed courses of action, and analysis.  These help your audience to understand the proposed courses of action you present.  The conclusion draws together the briefing by asking for and answering any questions, by showing how the courses of action rate against the evaluation criteria, restating the recommendation so that it only needs approval/disapproval, and requesting a decision.





	We have reproduced as figure D-2 the format for an Decision Briefing found in FM 101-5, page E-6.
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Figure D-1





�	*Department of the Army, Field Manual 101-5, Staff Organization and Operations (Washington, DC, 31 May 1997), E-5.�
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Figure D-2
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	*Department of the Army, Field Manual 101-5, Staff Organization and Operations (Washington, DC, 31 May 1997), E-6.
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Format for an Information Briefing*





1.  Introduction.





	Greeting.





	Address the person(s) being briefed.  Identify yourself and your organziation.





	"Good morning, General Smith.  I'm Camptain Jones, the S3 of the 1st Bn 28th Artillery.





	Type and Classification of Briefing.





	"This is a SECRET information briefing."





	"This is an UNCLASSIFIED decision briefing."





	Purpose and Scope.





	Give the big picture first.





	Explain the purpose and scope of your briefing.





	"The purpose of this briefing is to bring you up to date on our battalion's General Defense Plan."





	"I will cover the battalion's action during the first 72 hours of a general alert."





	Outline or Procedure.





	Briefly summarize the key points and your general approach.





	Explain any special procedures (demonstrations, displays, or tours).  "During my briefing, I'll discuss the six phases of our plan.  I'll refer to maps of our sector, and then my assistant will bring out a sand table to show you the expected flow of battle."





2.	Body.





	Arrange the main ideas in a logical sequence.





	Use visual aids correctly to emphasize your main ideas.





	Plan effective transitions from one main point ot the next.





	Be prepared to answer questions at any time.





3.	Closing.





	Ask for questions.





	Briefly recap your main ideas and make a concluding statement.





	Announce the next speaker.





Format for a Decision Briefing*





1.  Introduction.





	Military Greeting.





	Statement of the type, classification, and purpose of the briefing.





	A brief statement of the problem to be resolved.





2.	Body.





	Key facts bearing upon the problem.





	Pertinent facts that might influence the decision.





	An objective presentation of both positive and negative facts.





	Necessary assumptions made to bridge any gaps in factual data.





Courses of Action.





	A discussion of the various options that can solve the problem.





Analysis.





	The criteria by which you will evaluate how to solve the problem (screening and evaluation).





	A discussion of each course of action's relative advantages and disadvantages.





3.  Comparison.





	Describe why the selected solution is best.





4.  Questions.





5.  Restatement of the Recommendations so that it only needs approval/disapproval.





