[image: ]Executive Team
 Briefing Note

	Agenda Item:

	

	Presenter(s):

	

	Time required:

	

	Supplementary material
	☐ Attached   ☐ N/A   



	1. Request of Executive Team (select one only)
☐ Approval   ☐ Discussion   ☐ Information/Receipt


	2. Executive Summary/Background Information (must fit on this page; if in excess, provide as supplementary attachment)




	3. Recommendation (identify the recommended action/decision; required for Approval items only)
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