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WRITING AND PACKAGING A POLICY BRIEF

A well-packaged policy brief should have complete, 

credible, and relevant information, and should grab 

the reader’s attention. 
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PARTS OF A POLICY BRIEF
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TITLE

• Short: 
o Try to keep it to less than 12 words. 
o Alternatively, break it into a title and subtitle.

• Catchy: 
o Should grab attention.
o Include relevant key words
o Find an unusual turn of phrase that sticks

in the mind
o Consider using a question as a title.

• Snapshot of the content

PARTS OF A POLICY BRIEF



TITLE

Examples

● Is Eradicating Poverty in the Philippines by 2030 Doable?

● Rising food prices – A global crisis: Action needed now to 
avoid poverty and hunger

● Natural resources: The climate change challenge
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PARTS OF A POLICY BRIEF

SUMMARY

• Indicates the main points policymakers should 
get – even if they read nothing else

• Can be placed in a box or in different font 
type.

• May contain 3-4 bullets giving the main points 
in the policy brief. 



SUMMARY

Examples

The summary gave a glimpse of the 
recommendations on how to further 
harness and explore the potential 
benefits of climate change in 
enhancing food security and livelihood. 
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PARTS OF A POLICY BRIEF

RECOMMENDATION
• Can be presented on the first page, at the end, or 

distributed throughout the policy brief

• Must be short, clear, easy to understand

• Must be realistic and doable

• Must be easy to find (Use different font styles, place 
in a box with label)

• Could be termed as “Recommendations,” “Call to 
Action,” ”Ways Forward,” or “Next Steps”

• Use action words



RECOMMENDATIONS

Example

Bulleted points placed in the side bar of the 
front page – where the reader cannot fail to 
see them
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PARTS OF A POLICY BRIEF

INTRODUCTION

• Introduces the topic
• Says why it is important
• Tells the reader why they should do 

something about the issue
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PARTS OF A POLICY BRIEF

BODY

• Keep the paragraphs short and restricted to a 
single idea.

• Use headings and subheadings

• Tip: Re-read each paragraph and ask yourself
“so what?”

• Do not forget the policy implications. These 
implications answer the “so what” question.

• Structure text in a logical manner



fb.com/diplab.uplb diplab.uplb@up.edu.ph@diplab_uplb

CONCLUSION

• Keep it short – one paragraph is enough.

• Draw the text to a close by explaining how urgent the situation is, or to make a 
final pitch for your recommendation

• Could include a compelling statement



OTHER PARTS OF A POLICY BRIEF
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OTHER PARTS OF A POLICY BRIEF

• Masthead (the series title)

• Authors

fb.com/diplab.uplb diplab.uplb@up.edu.ph@diplab_uplb diplab.uplb.edu.ph



OTHER PARTS OF A POLICY BRIEF
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• Acknowledgements

• Publication details

• References and Footnotes



OTHER PARTS OF A POLICY BRIEF

• Visual elements 

(photos, graphics, 

illustrations, and 

graphs; boxes and 

sidebars)

• Case studies

Humanizes the issue; 

presents actual 

experiences and 

stories
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OTHER PARTS OF A POLICY BRIEF

• Photographs

- Good-quality photos

- Carries a message

- Gender-balanced

- Permission to use

• Tables

- Simple

- Numbers/Textual info
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TO CONSIDER

Branding and style guide



WRITING TIPS
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WRITING TIPS

- START AT THE BEGINNING or THE END

• Follow institutional Style Guides

• Avoid redundancy

• Avoid unnecessary qualifiers

• Use this, not that 

• Use the active voice

• Use transition words when jumping to one topic to another 
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Writing Tips

• Spell out acronyms

• Use appropriate terminologies

• Pay attention to sentence length

• Be culturally sensitive

• Levels of writing and editing – check for content, clarity, logic, sensitivity, spelling, 

punctuation, grammar, and compliance with Style Guide
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Using Policy Briefs: What to do after?

• As printed hardcopies (conferences, 
meetings, gatherings)

• As softcopies (email, social media, 
website)

• Combine them with other types of 
information materials.
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Tools

● Canva.com

● MS Word

● MS Publisher

● Adobe InDesign/Photoshop
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ARE YOU READY TO WRITE
YOUR POLICY BRIEFS?



Contact us

facebook.com/diplab.uplb

University of the Philippines Los Baños, College, 
Batong Malake, Los Baños, Laguna, 4031

diplab.uplb@up.edu.ph

@diplab_uplb
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