University of New England Council (or Committee)

Meeting Date 
Venue

item Title 

1. Purpose 

· reasons for bringing this issue to Council; 

	2. Recommendation

That the Council:

· NOTE

· APPROVE, AGREE, ADVISE or ENDORSE ……….; and {style dot}

· ENDORSE, APPROVE, AGREE or ADVISE ….:

· style for subpoints of the above; {style dot2};


3. Background (include where appropriate)
· Only essential points including direct quotations of the relevant portions of recent decisions.

4. Key Issues

· Use dot point format {style dot}.

· Style for subpoints {dot2}

· Discuss the key issues with particular attention to the ones that address:

(i) the reasons why the recommendations should be taken up; and

(ii) where applicable, alternative positions which could be considered by members of the committee and why these positions are not recommended.

· Make use of attachments where necessary, eg to deal with detailed arguments or to provide substantive background material.  The aim is to limit the amount of material in this section so that the paper (but not attachments) does not exceed three pages.

· Try to incorporate attachments in electronic format.  Use scanning where electronic copies are not available.  For long attachments and reports give consideration to providing this material separately to members and referencing this fact in the text of the agenda paper.  In these circumstances, give consideration to including a summary as an attachment.

5. Consultation / Collaboration (include where appropriate)
· What consultation/collaboration has taken place in arriving at the proposed decision.

6. Resource implications (include where appropriate)
· Any resource implications (Staffing and administrative expenses) of the proposed decisions should be included.

7. Next Steps (include where appropriate)
· Outline steps as appropriate.  Do not repeat material in the key issues or proposed decision sections.  The sorts of things that would be covered here are major milestones for implementation of a project, key reporting, etc.

8. Action Officers

Senior Officer responsible for implementation:

Person: 
Title:

Area:

Telephone:

Fax:

Email:

Other persons responsible:

etc

