
HMIC briefings template 

CLASSIFICATION MUST BE MARKED 
[PLACE IN HEADER, ALIGNED CENTRE, CAPS] 

 

From:  Name 
Job title 
Team 

Sponsoring  
Board member: 

Name 

Cleared by: Name of HMI, Board member or designated G5/equivalent for 
the subject 

Comms/Press Office [Name or n/a – see section on ‘Handling’ 
for further advice] 

Legal [Legal Manager; if not required, mark n/a - see section on 
‘Legal Opinion’ for further advice] 

Finance/HR [Name or n/a – see section on ‘Resources’] 

Date:   
To: HMCIC 
Cc: [names of anyone who also needs to see the briefing – include 

staff who have cleared any section of the briefing.] 
 

 

SUBJECT OF ADVICE [single line, in bold text and in caps – e.g. “VISIT TO 
SURREY POLICE” OR “CURRENT STATUS OF THE CRIME DATA INTEGRITY 
REPORT”] 

Timing: Urgent/Pressing/Routine.  
 

• Include one sentence only on date required and why. 
• Factor in time to go to HMCIC/HMIs and to 

communicate/implement decision.  
• Submit early enough to give recipients time to consider 

adequately. Private Office can advise.  
• Give a clear, actual date when a response is required by. 

Purpose: [put one of the following] For decision OR  For information OR  
Briefing for xxx (speech/visit/meeting) 

Summary: • Include one sentence only on date required and why. 
• 2 or 3 sentences summarising what the briefing covers 

and setting out clearly and concisely what the main 
issues are 

• e.g. You are meeting the Home Secretary on xxx date to 
discuss HMIC’s forthcoming report on xxxx. This briefing 



includes an overview of the report, explains its key 
messages and findings and includes lines to take at your 
meeting. 

 
[The contents of the briefing up to this point should fit on a single page if 
possible. Private Office will use this information to fill in briefing folders for 
HMCIC, so please ensure that all sections are completed] 
 
Recommendation 

• Maximum 3 or 4 sentences on what HMCIC/HMI is being advised to do. 

• Keep this section short and clear and in bullet point format. If briefing is for 
information only, recommendation section can be omitted.  

• Make sure that you have set out clearly, what action is required; 
 e.g. That HMCIC 

• agree A  

• write to xxxx as at Annex B, explaining xxxx 

• note C 

• use a draft speech as at Annex D 

• use the speaking note/lines to take/Chair’s Brief at Annex E. 

Consideration 

• Set out the context for what is being recommended, the available options and 
the rationale.  

• Text should be as short as possible and not repeat information from summary 
or recommendation sections.  

• You may use sub headings if it helps to group issues or subject areas in a 
helpful way. 

• Consider tables, graphs and other means of clearly presenting complex 
information if possible.  

• Ensure that the argument is clear, is structured in a logical manner and that 
sufficient reasons are set out for any conclusions drawn. The chronology of 
any supporting documents may be important, so think about how you will 
structure your briefing and annexes to best support your argument. 

• If the briefing is for a meeting, set out details of all attendees and include brief 
biographies of any people HMCIC has not met before.  



• Include a list of any individuals or organisations consulted, identifying those 
who agree the preferred option. If any disagree, indicate who they are and 
reflect their views. Do not try to iron out all disagreements if they represent 
genuine choices or different approaches. 

Background  

• Consider whether you hold any relevant historical documents which should be 
referenced and attached as an annex, e.g. a letter which may have been sent 
to or from HMCIC to the person he is meeting. 

• State how the recommendation/s relate to what HMIC has said or done in the 
past. This may require you to research any statements made by HMIC on the 
subject and to attach them in an annex if they are longer than a paragraph or 
two. 

• Consider what statements others have made about the subject and whether 
any other organisation, government body or inspectorate has done any work 
on the same issues. 

• Ensure that you specifically consider:  whether the issues involved have been 
discussed with Home Office officials – if so, who?;  whether the topic relates 
to a commission from the Home Secretary, and; where it sits in terms of the 
Home Office schedule of work. 

Handling 

• An assessment of media and stakeholder issues and how they will be 
managed.  

• Include details of the current state of the relationship between HMIC and 
individuals or representative organisations and details of all recent contact 
with HMIC (you may need to check this with other regions and/or the comms 
team). 

• If there are any media considerations at all, or press lines, these must be 
cleared with press office prior to submission. 

• Consider whether the recommendation would affect any other government 
departments or inspectorates.  

• This section must be included in every briefing. If there are no handling 
considerations, you should state this. 



Legal opinion 

• Set out legal advice, especially where it suggests a risk to proceeding with the 
recommendation, and also any areas on which advice has not yet been 
received. 

• This section will generally be required when there is a discussion of or 
statement about HMICs role or remit or where there is any possibility of 
challenge from external bodies. 

• You should always state the legal authority for the statement or proposition in 
question (see style guide for advice on how to set out references to 
legislation). 

• Confirm whether you have cleared this section with the Legal Manager and/or 
the Chief Operating Officer. 

• Section may be omitted if there are no legal implications. 

Resources 

• Include this section if the briefing relates to:  

(a) new projects; 

(b) any issues which would change agreed spending plans and affect budget 
projections (for instance if a project is being slowed or speeded up); 

(c) require new money or staff for an existing programme. 

• Set out the issues involved, using financial or workforce information where 
necessary. 

• Confirm that you have cleared this section with your budget holder and any 
others as appropriate, e.g. Finance Manager, Head of HR or Chief Operating 
Officer. 

• Section may be omitted if there are no resourcing implications. 

Annexes 

• For supplementary or more detailed information.   

• Private Office will include any relevant documents previously annotated by 
HMCIC. 

• There should not be any new or surprising information ‘hiding’ in the annexes.  

• You do not need to provide a separate list of Annexes at the end of the 
briefing if you have referenced them in the text. 



• If your briefing has 2 or more annexes the entire document must be 
printed, flagged, and delivered in hard copy to Private Office. 
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