
 

Communicating Findings through Briefings 
As discussed in Community Assessment and Monitoring Results and Activities (Modules 4 and 8) 

 

 
Briefings are a commonly used method of communication in military settings. Briefings allow 
military and family program professionals to share findings and convey information in very clear, 
concise, and efficient ways. There are several different types of briefings; this document will 
focus on information briefings and decision briefings. 
 
The goal of an information briefing is simply to share the various findings of community 
assessment or monitoring efforts as well as any steps taken based on this information. For a 
decision briefing the goal is to share information, but ultimately to stimulate ideas about how 
to address identified needs and encourage a decision to be made so people can begin to take 
action. Both types of briefings require a presentation that begins with an introduction, 
describes the main findings and relevant facts, how the information was collected, why it is 
important for the audience to know about it, and a conclusion. 
 

The Content of a Briefing 
A standard briefing has the following elements: 
I. Introduction 

a. Greeting/introduction 
b. Purpose and scope: Explain the reason for the briefing. For example: “I am here 

today to talk about… (Provide a brief summary of the reason for presenting). The 
end goal of this presentation is… (Either to share information about findings and 
current actions or to make a decision about action steps going forward).”  

c. Outline of discussion: 
i. Summarize what is going to be discussed. For a community assessment 

presentation about, one might say “I will begin by discussing the 
communities characteristics, then move to the assets and needs of the 
community and how information was gathered. Finally, I will discuss 
solutions based on our findings”  
 

II. Main body 
a. Logically arrange the main ideas.  

i. For an assessment presentation, emphasize the presence of assets and 
needs in a community, the role of the community in helping identify these 
assets and needs, and the various ways the information was gathered. For 
a monitoring presentation include the initiative and its purpose, the 
desired results, the activities that were monitored, how information was 



 

collected, the results found from monitoring, and include any changes 
made to the action plan. Limitations encountered or lessons learned may 
also be included. 

b. If possible, start with the end in mind. This means present the conclusion first 
and then provide the necessary and relevant information to support the 
conclusion. 

c. Include visual aids as needed. The use of visuals can help drive findings home. 
Visuals can include bar charts with statistical findings, tables with common 
themes, quotes from interviews, and images of important community 
characteristics and assets.  

 
III. Closing 

a. All briefings should conclude with a brief summary of the main ideas presented 
and a concluding statement.  For a decision briefing, provide a list of proposed 
solutions or possible next steps. Lastly, be sure to thank the audience for their 
time. 
 

The Process of Preparing for a Briefing 
The following steps will help prepare a briefing: 
 
Step 1: Plan and create an outline: 
When developing a briefing it is important to consider the following: 

 Audience and the preferences of the audience. Who is attending? Is there specific 
language or terminology that should be used or avoided?  

 Subject of the briefing. Decide what the most important goals for the briefing are and 
how much time will be given to each topic being covered.  

 Physical facilities and support needed. If the plan is to use a PowerPoint, will the 
resources be available?  

 
Once these items are considered, prepare a briefing outline. It is important that the main focus 
and supporting points are mentioned at the beginning to ensure the audience understands the 
purpose of the briefing. 
 
Step 2: Construct the briefing: 
Next, combine the elements of the outline into a cohesive form. As the briefing is created, keep 
in mind that the goal is to provide information or to help the audience make a decision. It is 
helpful to use examples and avoid overly technical language and the heavy use of acronyms. 
Also, some concepts may be better understood through the use of visual aids, examples, 
quotations, and statistics.  
 



 

 
Step 3: Deliver the presentation: 
Before the briefing is ready to be delivered, practice its delivery so you are better prepared when 
in front of others and get comfortable with the equipment you plan to use. Revise the 
presentation as needed. Prior to and during the delivery, remember: 

 The presentation should be brief and to the point. 

 Follow the outline, but avoid reading directly from the slides or handouts. 

 The presentation should highlight how conclusions were arrived at and provide 
recommendations based on facts and logic. 

 Anticipate questions people may have and be prepared to answer and respond in a 
professional manner. 

 
Step 4: Follow up: 
After the briefing is completed, take note of any feedback received. If it is a decision briefing, 
make sure to record any decisions made to eliminate any future confusion. For some situations, 
it may be appropriate to create a memorandum for record (MFR) that describes the content of 
the briefing, any decisions or recommendations made, as well as the time, date, and place of the 
briefing. This memorandum should also include who was present at the briefing as well as 
name, rank, and position of the participants. It may be expected to provide the MFR to a leader 
for review and correction. Additionally copies of the MFR may be distributed to individuals 
who attended the briefing and organizations or individuals who may be influenced by the 
decisions or recommendations made. 
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