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Template Details
	Format
	Microsoft Word (.docx)

	Version
	v1.0 (2026)

	Typical Length
	1,500–4,000 words

	Target Audience
	Policymakers, institutional leaders, practitioners

	Language of Submission
	English



Policy briefs follow a structured format designed to communicate effectively with policy audiences. Unlike academic papers, policy briefs lead with conclusions and emphasize practical recommendations. Write for readers who are knowledgeable but not academic specialists: avoid jargon, define technical terms, and use active sentences. Recommendations should be specific enough that a reader can act on them — for example, "the Ministry of Education should…" rather than "policymakers should consider…".
Template Structure

Cover
Title, brief number, author(s), research center, date, DOI.
	[Brief Title]
Policy Brief No. PB-YYYY-00X
[Author(s), Affiliation]
[Research Center]
[Date]
[DOI: 10.XXXXX/YYYYY]



Key Messages
3–5 bullet points; the brief’s essential conclusions, appearing before the text body.
	[• Key message 1]
[• Key message 2]
[• Key message 3]



Executive Summary
150–250 words, for readers who will read no further.
	[Insert a 150–250 word summary that stands alone for readers who read no further than this section.]



1. Policy Context
The policy problem or question the brief addresses, and why it matters now.
	[Describe the policy problem or question this brief addresses, and explain why it matters now.]



2. Evidence and Analysis
The evidence base and structured analysis, clearly distinguished from opinion.
	[Present the evidence base and analysis supporting this brief. Clearly distinguish evidence from opinion or interpretation.]



3. Policy Options
Realistic options for action, with the advantages and limitations of each.
	[Present realistic policy options, with the advantages and limitations of each.]



4. Recommendations
Specific, actionable recommendations addressed to a named audience.
	[Insert specific, actionable recommendations, each addressed to a named audience (e.g., a specific ministry, agency, or institution).]



References
Essential references only, inline or endnote style — not a full bibliography.
	[List only the essential references cited in this brief, using inline or endnote style.]



About the Institute
Standard Institute text — do not alter.
	Panorama Research Institute is an internal research and academic development division of Panorama Scholarly Group. It maintains academic independence in its research activities and is not a separate legal entity. For more information, visit research.panorama-sg.com.
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