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A. The title 
The title aims to catch the attention of the reader and compel him/her to read on so it needs to be descriptive, punchy and relevant.

B. Executive summary
The executive summary is especially important as it aims convince the reader that is short of time that the brief is worth in-depth investigation - As such, a 1 to 2 paragraph executive summary commonly includes: 
· A description of the problem addressed; 
· A statement on why the current approach/policy option needs to be changed; 
· Your recommendations for action.

C. Problem statement
The purpose is to convince the target audience that a current and urgent problem exists which requires them to take action. The context and importance of the problem is both the introductory and first building block of the brief. As such, it usually includes: 
· A clear statement of the problem or issue in focus; 
· A short overview of the root causes of the problem; 
· An overview of the extent/scope of the problem;
· An evidence that demonstrates the impact, urgency, or magnitude of the identified problem.

D. Policy options
The aim of this element is to outline shortcomings of the current approach or options being implemented and therefore, illustrate both the need for change and focus of where change needs to occur. In doing so, this section should provide:
· A short overview of the existing policy/ies related to the problem;
· An argument illustrating why and how the current approach is failing;
· New policy option that address the problem and the shortcomings of the current approach;
· Arguments and evidence that support the proposed policy option; 
· Explanation on who will be impacted by the proposed option and how.


E. Policy recommendations
The aim of the policy recommendations element is to provide a breakdown of the specific practical steps or measures that need to be implemented. This is achieved by including: 
· A list of specific actions or measures that are required for the suggested policy to be implemented, with the identified actors who need to undertake them in order to bring about change. 
· Closing paragraph re-emphasizing the importance of action.
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Information about applicant/s

Privacy notice
The British Council will collect and store personal information of all programme participants.

The British Council will use this personal data for the following purposes: 
· managing the relationship between the participants and the British Council;
· communicating with participants to answer their queries;
The British Council complies with UK Data Protection Act 2018 and laws in other countries that meet internationally accepted standards. Programme participants can exercise their rights over their personal data held by the British Council, ask us to correct any inaccuracies in that information or withdraw their consent to the processing of their personal data by referring to the privacy section of our website, www.britishcouncil.org/privacy or contact your local British Council office. If you have concerns about how we have used your personal information, you also have the right to complain to a privacy regulator. We will keep your information for a period of 7 years from the time of collection.
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