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[bookmark: _1w7ddfx1kxk6]Paper title
[bookmark: _ba9yc5s99cyj]Executive Summary
The headings in this coversheet must be used.  The ‘normal’ text in this coversheet is for guidance.  Once you have completed drafting please delete the guidance text.
This should be a short summary of the key points in your paper. It must be no more than four or five sentences, and does not need to set out your specific recommendations as these will be at the start of your main paper.  The coversheet as a whole must be no more than one page long.
[bookmark: _da92bsdx4sz5]Action requested
Approval / Recommend / Discussion / Information
[bookmark: _h830qk51zb74]Finance and resource (including staffing resources)
Include a one sentence statement saying: either that no additional resources are required other than those in place and within existing budgets and agreement has been reached to make provision for the proposals in the paper; or that additional resources over and above existing allocations will be required.  If you have stated that additional resources are required, you must include a section in the main paper setting these out.
[bookmark: _sy04yscydkj]Corporate risks
List any corporate risk(s) relevant to the issues considered in the paper, giving the number of the risk and its description.  This is the current Corporate Risk Register.
[bookmark: _3rtbatig24jc]Equality, Diversity and Inclusion, Ethical, Environmental, Legal and Regulation
	Equality, Diversity and Inclusion
	Yes/No
	Environmental
	Yes/No

	Ethical
	Yes/No
	Legal or regulatory
	Yes/No
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	[bookmark: _5zy5e6n0vh7u]Consultation to date
	[bookmark: _awdobrxmem25]Approval route to date

	Briefly summarise the people/groups/committees consulted when developing the main paper.
	You must state any previous consideration at a formal committee. If there has been none, state this explicitly




[bookmark: _vc2bsx8skmtb]Paper title
[bookmark: _xcz9heqr3wn3]Action requested
1. Recommendations typically involve 'approve' or 'recommend'; 'consider' and 'note' should be used sparingly as committees are decision-making bodies.  They should be addressed to the committee to which the paper is submitted, and make it clear to the committee what they are being asked to do.
2. The headings in this document set out an outline structure for your paper and must be used.  The ‘normal’ text in this coversheet is for guidance.  Once you have completed drafting please delete the guidance text.
3. Crucially this main part of your paper (i.e. including the coversheet) should normally be no more than four pages long (i.e. the total length of the coversheet plus the paper should normally be no more than five pages).
[bookmark: _5fog0vpkrich]Background
4. All the previous headings in the paper template are required, as set out in the guidance in the relevant comment field.  This heading is indicative. The paper author should use their judgment to structure the body of their paper under the headings most appropriate for the topic the paper is addressing.
5. In doing so please ensure you do the following:
· Use the embedded Heading styles for each heading or sub-heading. This is essential to ensure that committee documents meet the University's commitment to digital accessibility.
· Do not alter the margins of the document. These have been set to take account of digital accessibility needs.
· Please use the automatic numbering that has been set up, throughout the document. This makes it easier during the meetings to ensure clarity when members of the committee are focusing on specific elements of your paper.
[bookmark: _pqqa06cf0nec]Sub-heading
6.  
[bookmark: _hoz52q4ti3bp]Finance and resource (including staffing resources)
7. You must include this section if on the coversheet you have indicated that additional resources will be required as a result of the actions proposed in this paper.
8. If this is the case then you should ensure that prior to submitting your paper you have consulted with Finance, and if relevant Estates and/or IT.  As resources includes staff resources; if relevant, please also draw on the advice available from Human Resources.
9. If you do not require additional resources and there are no resourcing issues you need to identify for the committee, then delete this section.
[bookmark: _7lfn9svl8moh]Equality, Diversity and Inclusion, Ethical, Environmental, Legal and Regulation
10. You must include this section if on the coversheet you have indicated that any of these issues apply to your paper.  If you have not indicated that any of these issues apply, then delete this section.
11. Advice on these areas is available as follows:
· EDI: EDI Team
· Ethical: University Secretary's Office
· Environmental: DTEF
· Legal: Legal Services
· Regulation: Governance and Assurance Office
[bookmark: _qic84kvms85b]Implementation including communication
12. You must include a section in your paper with this heading. The purpose of your paper is to seek a decision from the committee. In making that decision, the committee needs to be clear how the decision will then be taken forward.
13. This section does not need to be a detailed implementation plan, but it needs to summarise how the decision will be implemented - including how it will be communicated, as communication is a key element of effective implementation.
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