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four broag cate°§§i°f.W°fk Passing through these offices can be divided Into
Purposes. (pre 28 hes. briefing for Ministerial Committees and other

graphs 3 to 14); submissions and papers from the Department

approval (paragraphs 15 to 29); correspondence
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gs with Members of Parliament (paragraphs 30 to 45); and
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» Companies or members of the public (paragraphs 46 and 47).

PREPARATION OF BRIEFS FOR MINISTERIAL COMMITTEES AND OTHER PURPOSES

3 Briefs are most frequently prepared for the Secretary of State on
Cabinet or Cabinet Committee Papers, and for the Secretary of State and

the Junior Ministers for speeches at trade or social functions, for

miscel laneous meetings or discussions, or for Parliamentary occaslons.
Parliamentary briefing is Initiated by Parllamentary Branch (see Chapter 5).
Briefs for "miscellaneous" occasions must depend so largely on the occasion
that no general guidance can usefully be glven.

CABINET AND CABINET COMMITTEE BRIEFS
PROCEDURE FOR BRIEFING:

4 It is most important, that so far as is humanly possible, the Secretary
of State should be presented with one brief only on each paper, and that

this brief should express the comprehensive view of the Department, If there
are different views from different divisions of the Department, they should
ideally be expressed in one single memorandum. In order to get as near as
possible to this state of affairs, the following arrangements are operated:-

(i) One officer, normally the Assistant Secretary in charge
of the branch with the greatest interest in the paper,
will be responsible for the preparation of a single
brief for the Secretary of State in consultation with
the other branches concerned.

(1i) The Private Office will send out each paper in a blue

jacket showing the time by which the brief has to
be ready and a list of officers interested in the
paper. The officers on this list are sent copies
of the cover of the blue jacket. They show the

number and title of the paper; the time by which
the brief has to be ready; the officer who has

been asked to provide the brief; and the list of

other officers Interested.



Copies are always sent to the Permanent Under Secretary
and often to the appropriate Junior Minister. If no
brief is necessary, the paper should be returned with
“no brief required" marked on the jacket.

(1i1) The Assistant Secretary or other official responsible
for preparing the brief should submit it through the
appropriate Under Secretary, Deputy Secretary and
Permanent Under Secretary to the Private Office. The
names of the other Assistant Secretaries who have
been consulted In preparing it or who have an interest
In it (and to whom it has therefore been copied) should
be noted at the foot of the brief. The brief should
hot be sent to the Minister concerned until it has been
passed by either the appropriate Deputy Secretary or by
the Permanent Under Secretary. Copies should be
enclosed for other Ministers, and the Special Advisors
for distribution by the Private 0ffice.

(iv) Assistant Secretaries should instruct their personal
assistants that when they are not available papers
in this category should be passed immediately to the
senior officer In the division concerned with the
subject so that work may be started on the preparation
of the brief.

(v) The Secretary of State's Office will inform the
officer responsible for briefing if a meeting has been
deferred, or if a paper is suddenly taken off an
agenda, and It Is consequently unnecessary for the
brief to be prepared so quickly; and similarly if
a paper which has already been circulated has suddenly
been added to an agenda, when the brief will be
required more urgently than was expected,

5 If the Private Secretary is uncertain about the strength of the
departmental interest in a paper, he will ask the division concerned
whether there is sufficient departmental interest for a Minister of

the Department to attend when It is taken. It is helpful if such
enquiries can be answered as quickly as possible. When the Private
Secretary thinks that there is only a marginal departmental interest

in a paper, such as would not require the attendance of a Minister,

it may be marked out for the divisions concerned ''to see'. If on
examination of the paper the recipient considers that a Minister should

attend, he should notify the Private Office urgently.

FORM OF BRIEFS

be adapted to the paper for which it

ief must, of course i
£ Anyxbloel Bt ’klng it should be in the following form:-

is prepared, but generally spea

(i) A short introductory statement describing the
background of any previous discussion or correspondence
on the subject. The Secretary of State does not
normally require a summary of the paper itself, unless
it is a long paper of only limi ted departmental
interest, which he does not need to read in full,
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© lines should be left between each point.

SPEECHES AND STATEMENTS

8 _Brlefi?g for Ministerial speeches and statements to be made outside
Parllamgnt is the responsibility of the division primarily concerned with
the s?bJect matter. A speech or a statement may arise because the
organisers of an event have asked the Minister to speak, or, less often,
because the Minister is advised to use a particular event as the occasion
for a speech or statement. In either case the Private Secretary will
obtain advice on whether the Minister should speak by sending a minute
with the relevant papers to the division primarily concerned with the
subject matter, through the Head of Information Division. When it

has been agreed that the Minister should speak, the Private Secretary
will ask the appropriate division, again through Information Division,
for a brief; the appropriate division is responsible for preparing the
brief. When, as will often happen, more than one division is concerned,
the nominated division will be responsible for co-ordinating the
contribution of other divisions. Information Division will be responsible
for making any necessary publicity arrangements for the speech and,
where appropriate, for advising on content and presentation.

9 When the speech is to be reported and publicised, it should be sent
to the Private Office through Information Division, so that that
division may take the necessary action and may make any points on
publicity. In all other cases the division should send a copy of the

brief to Information Division.

10 If further advice on the speech or statement is required, the
Private Office will consult direct the division which prepared the brief
and/or the divisions which contributed to it, and will keep

Information Division informed of any major changes in the lines which
the speech is to follow.

11 Sometimes Information Division will be the division primarily
concerned with the subject matter, for example, the annual luncheon

of a publicity organisation. On these occasions the Private Secretary
will ask the Head of Information Division for a brief; the latter will
consult as necessary administrative divisions likely to have an interest
in matters to be included in the brief.






