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Delete this section after you have read it.  This paragraph offers some general advice on how to write your briefing paper.  1) Don’t delete the section breaks!  2) Be careful when you are deleting text! Your should highlight text and replace the highlighted text with your own text throughout this section. You may wish to prepare your text on another word-processed file and cut and paste into the template.  3) There are XXX styles of formatting used in this section, i.e. “Heading 1”, “Heading 2”, “Normal”, “Quotation”, “Author”, “Bullet List”.  4) See John McKendrick if you want to incorporate illustrations into the briefing paper – this is, generally, not recommended.  5) You must use no more than 4 pages in total and preferably as close to four pages as possible.  6) Use ‘page layout’ from the ‘View’ menu or ‘Print preview” to see how your briefing paper looks.  You will not get an impression of this from the ‘normal layout’ option from the ‘View’ menu. 7) This template only offers guidance on formatting and presenting the briefing paper.  For advice on writing the briefing paper, refer to the “Writing Bute GeoNotes” handout.


Background


This should be your first section (and heading) in your briefing paper.  This section should consist of a succinct single paragraph.  In this paragraph you should describe the broader context into which your specific case study is set.


First section heading


If you are adding a quotation, you should use the “quotation” style for this text and the “author” style to identify the author, as is illustrated below.


“ This is an example of a quotation that you can add to your briefing paper.  The next style will autmoatically become “Author””


Add name of author here


Then you return to the “normal” style after the quotation.  You may also wish to add in case study boxes.  You will not use too many of these (if at all), as the briefing paper is really best given over to a text-based summary of your findings.  


The preparation of a BULLET LIST table is an eight step process. 1) Insert the table title using the “Table” style.  2) Highlight the title of your table (but not the table number) and convert to bold type.  3) Type in the contents of your table using the “Bullet List” style. 4) Hit the return button twice after your last entry in the table. 5) Highlight (with the cursor) all of the text between the title and the first line after your last bullet point.  6) Using the Format pull-down menu, select ‘borders and shading’.  7) Add a box to the text from the borders sub-menu. 8) Enter the shading sub-menu and choose 10% shading. 9) Add another carriage return from the line after your table and start new text from this point. 


A finished example is presented below.


Table 1: Add the title of your table here


First entry in table


Second entry in table


Third entry in table


Last entry in table








The preparation of a TEXT BASED  table is a 12 step process. 1) Insert the table title using the “Table” style.  2) Highlight the title of your table (but not the table number) and convert to bold type.  3) Hit the return button after you have entered the title.  4) Type in the first sub-title.  5) Hit the return button and type in the entry for the first paragraph.  Continue this until you have entered all of your data for the table.  6) Hit the return button to add an extra line after your last entry.  7) Highlight (with the cursor) all of the text between the title and the last line of text in the table.  8) Using the Format pull-down menu, select ‘borders and shading’.  9) Add a box to the text from the borders sub-menu. 10) Enter the shading sub-menu and choose 10% shading. 11) Add another carriage return from the line after your table. 12) Convert this style to whatever style you now wish to use and start new text from this point. A finished example is presented below.


Table 2: Add title of your table here


First sub-title


Add your paragraph of text after the first sub-title.  The paragraph will not be too long.  It may even be a list that has sub-categories and hence is more effective to present as a paragraph in which entries are separated by semi-colons.


Second sub-title


Next paragraph of text and so on.





Of course, it would be possible to combine the features of the BULLET LIST table and TEXT BASED table, i.e. you may prefer a bullet list of entries for each sub-title.  


The preparation of a CASE STUDY box is a 10 step process. 1) Insert the case study title using the “Case Study” style.  2) Hit the return button after you have entered the title of the case study.  3) Type in the text of the case study using the “Table Text” style.  4) Hit the return button to add an extra line after your last entry.  5) Highlight (with the cursor) all of the text between the title and the last line of text in the case study.  6) Using the Format pull-down menu, select ‘borders and shading’.  7) Add a box to the text from the borders sub-menu. 8) Enter the shading sub-menu and choose 10% shading. 9) Add another carriage return from the line after your table. 10) Convert this style to whatever style you now wish to use and start new text from this point. A finished example is presented below.


Add title of your case study here


Add your paragraph of text after the title.  The paragraph will not be too long.  It should stand alone from the main body of the briefing paper, but it should also relate clearly to it.  It should be referred to at some point in the briefing paper.


You may wish to use sub-headings within each major section.  The “Heading2” style should be used, as indicated below


Style of a sub-section heading


Text


Next and other section headings


Text


Next and other section headings


The remainder of this briefing paper template adds text to give you some indication of the number of words used in a briefing paper.  The text is taken from the Module Guide.  There is no need to read anything between this point and the ‘Conclusion’ sub-title.


The fortunes of the Isle of Bute have been closely intertwined with the fortunes of the Clydeside conurbation and urban west central Scotland for several hundred years.  Supplier of raw materials, economic partner, venue for the rest, recuperation and reinvigoration of mainlanders and market for products are among the many services performed by Bute.  It’s island status reinforces the sense in which it is world apart, yet, it’s proximity (in distance and travel time) to Glasgow and its environs render it an integral part of the urban system in west central Scotland.  In this respect it is not only ‘special’ in its region; it is unique in the context of the UK.


The Isle of Bute is therefore a prime location in which to conduct geographical fieldwork.  Part urban/part rural, closely connected/ symbolically apart from its urban region, and with a suite of geographical problems to address including economic restructuring, demographic change and service provision.
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Last section before conclusion heading


Text


Conclusion


In this paragraph you should summarise your findings and conclude upon your findings (i.e. make a statement(s) on the wider significance of what you find it terms of policy, practice and/or academic knowledge.


About the study


In this paragraph you should summarise how you have collected and analysed the data that are in your briefing paper.








�
�
�
About the author


Delete this sentence after you have added your matriculation number and module ID number to the end of the next sentence.  This briefing paper was prepared by HIGHLIGHT THIS TEXT AND REPLACE WITH YOUR MATRICULATION NUMBER (HIGHLIGHT THIS TEXT AND REPLACE WITH YOUR MODULE ID NUMBER).
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