Briefing Document template
This document acts as an Executive Summary of the key points and messages you want to share with your stakeholder. You can use it after an initial meeting to reinforce your ‘ask’ or share it beforehand to prompt a deeper conversation. It also serves as a handy source you can quickly copy from when preparing presentations or other materials.

While this template exceeds 1 page because of the explanations and examples it includes, aim to keep your own briefing document to a single page if possible.

1. Title 
Use the key message you would like to convey here to grab attention e.g. ‘Reduce storage requirements and costs through planned deletions as part of digital preservation processes.’

2. Statement of organizational need (1-2 sentences)
Start by speaking directly to your audience in terms they recognise. Focus on their challenges first to show you understand their context, rather than beginning with your request or technical digital‑preservation language which might disengage them e.g. With data volumes rising year on year, organisations are forced to pay increasing costs for storage and access.

3. Why this matters to our organization (pre-empt the question ‘so what?’)
Include 2–3 points linked to organizational motivators e.g.:
· Cost reduction or revenue generation
· Compliance and regulatory obligations
· Business continuity and risk reduction
· Cultural or corporate memory, enabling research
Keep this section short and tailored to the audience.

4. What we know (evidence snapshot)
Use concise bullets or a small table or visualisation summarising findings from your:
· Digital Asset Register (e.g., volume, risks, types of content)
· Bit List references
· RAM or capability assessments
· Known gaps or issues (e.g., format risk, unclear ownership, missing workflows)
This grounds the briefing in real organizational context.

5. Risks, Opportunities and Benefits (linked to motivators)
Frame digital preservation as part of the solution to the problem you have identified e.g.
· Greater accountability and stronger governance
· Reduced storage or operational costs through planned lifecycle management
· Better access and reuse of digital materials
· Support for innovation, research, or service improvement
· Risk management or mitigation


6. Your recommendation (your “ask”)
A short, focused statement of the action you want the stakeholder to take: 
· A clear achievable ask
· How this benefits your organization
Make this specific, achievable and time‑bound.

7. What is required
Include a brief outline of what’s needed:
· Staff time
· Budget
· Access to systems or data
· Cross‑team collaboration
This helps the audience understand the scale of commitment.

8. Next steps
Wrap up with a clear confident set of next steps – showing that you have planned a way forward, and that you are bringing a solution not a problem! E.g.
· Proposed timeline or next checkpoint
· What you will do next
· What you would like your audience to do next
· How to follow up (with you / with key contacts)
· Offer of further discussion

Optional Add‑Ons (if space allows)
You may also wish to include:
· A short user story to personalise the issue
· A micro‑case study (2–3 lines)

