A Comprehensive Guide to Thinking, Writing,
and Researching Briefs

A brief is a concise document that provides a summary of a particular
subject. It is typically used to inform decision-making or to provide
background information on a topic. Briefs can be used in a variety of
settings, including business, law, and academia. There are 3 phases in
creating a brief, namely: thinking, writing, and researching.
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This guide will provide you with everything you need to know about
thinking, writing, and researching briefs. We will cover the following topics:
= Whatis a brief?
= The different types of briefs
= How to think like a brief writer

= The writing process
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= The research process

= Tips for writing effective briefs

What is a brief?

A brief is a concise document that provides a summary of a particular
subject. Typically, it is used to inform decision-making or provide
background information on a topic. Briefs can be used in a variety of
settings, including business, law, and academia.

There are many different types of briefs. Some of the most common
include:

= Business briefs: These briefs are used to provide information to
decision-makers in a business setting. They may be used to
summarize a market analysis, a financial report, or a new product
proposal.

= Legal briefs: These briefs are used to provide information to judges
and lawyers in a legal setting. They may be used to summarize a case,
a legal argument, or a proposed settlement.

= Academic briefs: These briefs are used to provide information to
professors and students in an academic setting. They may be used to
summarize a research paper, a book, or a lecture.

The different types of briefs

There are three main types of briefs:

1. Informative briefs: These briefs provide factual information on a
particular topic. They are typically used to inform decision-making or to



provide background information on a topic.

Persuasive briefs: These briefs are used to convince the reader to
take a particular course of action. They typically use evidence and
argument to support their claims.

Analytical briefs: These briefs examine a particular issue or problem
and provide a detailed analysis of the causes and potential solutions.
They typically use research and data to support their findings.

How to think like a brief writer

The first step to writing an effective brief is to think like a brief writer. This

means being able to identify the key points of a topic, organize your

thoughts, and write in a clear and concise style.

Here are some tips for thinking like a brief writer:

Start by identifying the purpose of your brief. \What do you want the
reader to know or do after reading your brief?

Identify the key points of your topic. \What are the most important
things that you want to communicate to the reader?

Organize your thoughts. Once you have identified the key points of
your topic, organize them in a logical order.

Write in a clear and concise style. Use simple language and avoid
jargon. Be as specific as possible and avoid generalizations.

Proofread your work. Once you have finished writing your brief,
proofread it carefully for errors in grammar, spelling, and punctuation.

The writing process



The writing process is a step-by-step guide to writing effective briefs.
Here are the steps in the writing process:
1. Planning: This step involves identifying the purpose of your brief,

identifying the key points of your topic, and organizing your thoughts.

2. Drafting: This step involves writing the first draft of your brief. Don't
worry about making it perfect at this stage, just get your thoughts down
on paper.

3. Revising: This step involves reviewing your draft and making changes
to improve the clarity, conciseness, and organization.

4. Editing: This step involves checking your brief for errors in grammar,
spelling, and punctuation.

5. Finalizing: This step involves putting the finishing touches on your
brief and preparing it for submission.
The research process
The research process is a step-by-step guide to finding and evaluating
information for your brief.

Here are the steps in the research process:

1. ldentifying your research needs: This step involves identifying the
information that you need to support your brief. What are the key
points that you need to research?

2. Finding sources: This step involves finding sources of information
that can provide you with the information that you need. These sources



may include books, articles, websites, and databases.

3. Evaluating sources: This step involves evaluating the credibility and
reliability of the sources that you have found. Is the information
accurate? Is it biased? Is it current?

4. Synthesizing your research: This step involves putting the
information that you have gathered from your research together into a
coherent and organized brief.

Tips for writing effective briefs
Here are some tips for writing effective briefs:
= Keep it concise. Briefs should be concise and to-the-point. Avoid
unnecessary details and jargon.

= Be clear and organized. Briefs should be clear and organized so that
readers can easily find the information they need.

= Use visuals. Visuals can help to make your brief more engaging and
easier to understand. Use charts, graphs, and images to illustrate your
points.

= Proofread your work. Before submitting your brief, proofread it
carefully for errors in grammar, spelling, and punctuation.

= Get feedback. Ask a colleague or friend to review your brief and
provide feedback. This can help you to identify any areas that need
improvement.

Briefs are an essential tool for communicating information in a clear and
concise manner. By following the tips and advice in this guide, you can



write effective briefs that will help you to achieve your goals.
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