ITEM 		Report Title


	Purpose
This section contains a brief (one or two sentence) overview of the purpose of the item coming to Council or a Committee i.e. “to seek Council’s approval of the University’s 2012 Budget’ or “This report is to advise Council of the University’s financial performance in the ten months ended 31 October 2011”. It should contain a brief conclusion i.e. “on the basis of the information provided (and reference to any relevant key points), the (Senior Executive member or Vice-Chancellor) recommends that Council approves the 2012 Budget”.


Key Information
This section contains the body of the report. It is intended that sections 1, 2 and 3 comprise one page ONLY, with contextual material (in section 5 overleaf) to be provided if required. Background/context should only be supplied when the issue is complex enough to warrant additional information for Council or Committees to consider.











	Recommendation
Council[or insert Committee name] is asked to APPROVE the/to NOTE the/to RECOMMEND the…..

	Vice-Chancellor/Senior Officer Responsible:
Name:  
Title:  

	Other persons responsible:
Name:   
Title:  
Area:  




Back ground/Context
This section contains supporting material IF REQUIRED i.e. a supporting report, dashboard summaries, attachments, schematics or supporting contextual material that extends beyond the one page summary.



