
Work plan for a policy brief 

	Task
	Who is responsible
	Target date
	Comments

	Agree on team to prepare policy brief and policy for authorship
	
	
	

	Problem description and diagnosis
	
	
	

	· Outline problem and information needs
	
	
	

	· Identification and appraisal of evidence and other information
	
	
	

	· First draft describing problem
	
	
	

	· Internal review and revision of problem description
	
	
	

	Policy options
	
	
	

	· Identification of potential programmes or services and health systems arrangements to address problem and information needs (particularly systematic reviews)
	
	
	

	· Identification and appraisal of evidence and other information
	
	
	

	· Agreement on policy options (single elements or bundles of relevant programs or services and health systems arrangements)
	
	
	

	· First draft describing policy options
	
	
	

	· Internal review and revision of policy options
	
	
	

	Implementation strategies
	
	
	

	· Identification of barriers to implementing policy options, strategies to address these barriers, and information needs (particularly systematic reviews)
	
	
	

	· Identification and appraisal of evidence and other information
	
	
	

	· First draft describing implementation strategies
	
	
	

	· Internal review and revision of implementation strategies
	
	
	

	Completion of the full policy brief
	
	
	

	· Draft title, cover page, key messages, executive summary, references, description of methods, acknowledgements (including funders), conflicts of interests
	
	
	

	· External review of the draft policy brief
	
	
	

	· Revision of the full policy brief
	
	
	

	Policy dialogue, informing and engaging stakeholders
	
	
	

	· See Worksheet for planning and running a policy dialogue (Additional resource in Guide 7 on policy dialogues) 
	
	
	

	· Agree on team that will plan dialogue
	
	
	

	· Decide on the objectives of dialogue
	
	
	

	· Decide when dialogue will take place
	
	
	

	· See Worksheet for planning how to inform and engage stakeholders (Additional resource in Guide 8:Informing and engaging stakeholders) 
	
	
	

	· Agree on team to plan and monitor efforts to inform and engage stakeholders
	
	
	

	· Decide which key stakeholders should be informed and engaged in preparing and using policy brief
	
	
	

	Evaluation and publication of the policy brief
	
	
	

	· Finalise and publish the policy brief
	
	
	

	· M&E of the policy brief
	
	
	

	· M&E of the policy dialogue
	
	
	

	· Evaluations of SURE guides
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