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Briefings are a means of presenting information to commanders, staffs, or other designated audiences. The techniques employed are determined by the purpose of the briefing, the desired response, and the role of the briefer. 

A briefing assignment has four steps:
 
1. Analyze the situation. This includes analyzing the audience and the occasion by determining-- 
· Who is to be briefed and why? 
· How much knowledge of the subject does the audience have? 
· What is expected of the briefer? 
 
2. Construct the briefing. The construction of the briefing will vary with its type and purpose. The analysis provides the basis for this determination. The following are the major steps in preparing a briefing: 
· Collect material
· Know the subject thoroughly
· Isolate the key points
· Arrange the key points in logical order
· Provide supporting data to substantiate validity of key points
· Select visual aids
· Establish the wording
· Rehearse before a knowledgeable person who can critique the briefing
 
3. Deliver the briefing. A successful briefing depends on how it is presented. A confident, relaxed, forceful delivery, clearly enunciated and obviously based on full knowledge of the subject, helps convince the audience. The briefer's delivery is characterized by conciseness, objectivity, and accuracy. Be aware of the following: 
· The basic purpose is to present the subject as directed and to ensure that it is understood by the audience
· Brevity precludes a lengthy introduction or summary
· Logic must be used in arriving at conclusions and recommendations
· Interruptions and questions may occur at any point. If and when these interruptions occur, the briefer answers each question before proceeding or indicates that the questions will be answered later in the briefing. At the same time, he does not permit questions to distract him from his planned briefing. If the question will be answered later in the briefing, the briefer should make specific reference to the earlier question when he introduces the material. The briefer must be prepared to support any part of his briefing. The briefer anticipates possible questions and is prepared to answer them. 
 
4. Follow-up. When the briefing is over, the briefer prepares a any follow-up actions such as who is to take action, recommendations and their approval, disapproval, or approval with modifications.  When a decision is involved and doubt exists about the decision maker’s intent, the briefer provide the decision maker a draft of the decision for review before finalizing.
There are four types of briefings: 
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The purpose of the information briefing is to inform the listener. This briefing deals primarily with facts, not conclusions or recommendations. Use it to present high priority information requiring immediate attention; complex information involving complicated plans, systems, statistics, or charts; and controversial information requiring elaboration and explanation. Situation briefings that cover the tactical situation over a period of time usually fall into this category. The following format works well for an information briefing.
1. INTRODUCTION 
a. Greeting. Use courtesy, address the person(s) receiving the briefing, and identify yourself. 
b. Purpose. Explain the purpose and scope. 
c. Procedure. Indicate procedure if briefing involves demonstration, display, or tour. 
2. BODY 
a. Arrange main ideas in logical sequence. 
b. Use visual aids correctly. 
c. Plan effective transitions. 
d. Prepare to answer questions at any time. 
3. CLOSE 
a. Ask for questions. 
b. Give closing statement. 
c. Announce the next briefer, if applicable. 
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1. Use the mission briefing under operational conditions to impart information, to give specific instructions, or to instill an appreciation of the mission. 
2. In an operational situation or when the mission is of a critical nature, it may become necessary to provide individuals or smaller units with more data than incident action plans or general orders provide. You may do this by means of the mission briefing. The mission briefing reinforces orders, provides more detailed requirements and instructions for individuals, and provides an explanation of the significance of their individual role. You must present this type of briefing with care to ensure that it does not cause confusion of conflict with plans and orders. 
3. One person usually conducts the mission briefing. This person may be the Incident Commander, Operations Section Chief, Division Group Supervisor, Module Leader or a special representative, depending on the nature of the mission or the level of the incident. 
4. There is no prescribed format for the mission briefing. It should possess the ABCs of briefings: accuracy, brevity, and clarity. In some cases you may use the briefing checklist provided in the IRPG (SMECS) if it doesn't result in unnecessary repetition. 
5. When the occasion allows, give the briefer time to “Construct the Briefing”.  It helps the briefer internalize the briefing and gives way to Accuracy, Brevity, and Clarity. 
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 MISSION BRIEFING cont…
SMECS – Internalize this! Make it part of who you are as a leader.



IRPG - BRIEFING CHECKLIST
Situation
· Fire name, location, map orientation, other incidents in area
· Terrain influences
· Fuel type and conditions
· Fire weather (previous, current, and expected)
· Winds, RH, Temperature, etc.
· Fire behavior (previous, current, and expected)
· Time of day, Alignment of slope and wind, etc.

Mission/Execution
· Command
· Incident Commander/Immediate supervisor
· Leader’s intent
· Overall strategy/objectives
· Specific tactical assignments
· Contingency plans

Communications
Communication plan
· Tactical, Command, Air-to-ground frequencies
· Cell phone numbers
· Medevac plan

Service/Support
· Other resources
· Working adjacent and those available to order
· Aviation operations
· Logistics
· Transportation
· Supplies and equipment

Risk Management
· Identify known hazards and risks
· Identify control measures to mitigate hazards/reduce risk
· Identify trigger points for re-evaluating operations
Questions or Concerns?
MISSION BRIEFING TEMPLATE

Situation
· Here is what I see.
· Here is what is going on around us.

MISSION / EXECUTION
· Here is how we are organized.
· Here is what I think we should do.
· Here is why this is important.
· Here is how it should look when we’re done.
· Here is how I think we should do it.

COMMUNICATIONS
· Here is what we need to talk about.
· Here is who we need to talk to.
· Here is how we’re going to talk.

SERVICE / SUPPORT
· Here is who is working with us.
· Here is what we need to make it work.

RISKS – CONCERNS
· Here is what I think we need to watch out for.

COLLABORATE
· How do you see your role in this?
· What other pieces of do you have to add?
· What are your concerns?
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The purpose of the decision briefing is to obtain an answer or a decision. Personnel use this briefing for most strategic and/or tactical matters requiring command decisions from higher authority.
1. INTRODUCTION 
a. Greeting. Use courtesy, address the person(s) receiving the briefing, and identify yourself. 
b. Purpose. State that the purpose of the briefing is to obtain a decision and announce the problem statement. 
c. Procedure. Explain any special procedures such as a trip to outlying facilities or introduction of an additional briefer. 
d. Coordination. Indicate accomplishment of any coordination. 
e. Classification. State the classification of the briefing. 
2. BODY 
a. Assumptions. Must be valid, relevant, and necessary. 
b. Facts Bearing on the Problem. Must be supportable, relevant, and necessary. 
c. Discussion. Analyze courses of action. Plan for smooth transition. 
d. Conclusions. Degree of acceptance or the order of merit of each course of action. 
e. Recommendation(s). State action(s) recommended. Must be specific, not a solicitation of opinion. 
3. CLOSE 
a. Ask for questions. 
b. Request a decision. 
4. FOLLOW UP 
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1. PURPOSE 
The staff briefing is to secure a coordinated or unified effort. This briefing may involve the exchange of information, the announcement of decisions, the issuance of directives, or the presentation of guidance. The staff briefing may include the characteristics of the information, decision, and mission briefings. 
2. PROCEDURES 
a. Staff briefings are normally scheduled on a periodic basis. The attendees are usually the Incident Commander (IC), the Deputy IC, Command and General Staff.  Sometimes subordinate staffs may attend.  
b. The Plans Section Chief usually presides over the staff briefing. He opens the briefing by identifying the purpose of the briefing and reviewing the mission of assigned.  He then restates the IMT’s mission and gives the Incident Commander's concept, if applicable. He then calls on command and general staff officers to brief their areas of responsibility. The Incident Commander usually concludes the briefing, and he may even take an active part throughout the presentation. 

3. SITUATION BRIEFING 
The tactical situation briefing is a form of staff briefing used to inform persons not familiar with the situation at the level at which the briefing is taking place. The briefing goes back in time as far as necessary to present the full picture. 
4. UPDATE BRIEFING 
When the main intent of regularly scheduled staff briefings is to achieve coordinated effort within, the substance of each staff officer’s presentation is only an updating of material previously presented.

