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GUIDELINES FOR PREPARATION OF PAPERS FOR ALL COMMITTEES
Papers should be succinct.  Complex proposals require an executive summary of a maximum of 2 pages with the details submitted as attachments.  The executive summary may use the format below.

Position papers
The aim of a position paper, submission or proposal is to provide sufficient information for the body receiving it to make a properly informed decision.  Authors of papers should at all times consider the audience to whom their paper is directed and take into account they information its members will require.

Reports for information only
Reports differ from position papers, submissions or proposals in that they simply provide information, generally for noting, rather than proposals for action. 

Policy covering papers
Policies must be developed or revised in accordance with the University Policy Framework:
http://www.adelaide.edu.au/policies/604/.

The covering paper is an executive summary which includes a description of the process undertaken to develop or amend a policy.

Structure of papers
Papers should be structured using the headings below and drafted on the appropriate University template.  Templates are available at:  http://www.adelaide.edu.au/governance/word_templates/.

1.	Proposal
Brief summary of one or two sentences (not the full recommendations).

2.	Background
Explain context, including relevant past events or decisions.  If appropriate, include an explanation of why the paper is being presented to the Committee at this time. 

3.	Discussion
Include reasoning behind the proposal, and how it will work.  This section should also refer to any other options that have been considered, and reasons for preferring this proposal.  If there is a relevant University policy or procedure, explain whether the proposal is in accord with it.  

4.	University Strategic Plan
Explain how the proposal accords with the University's agreed strategic objectives, with reference to specific documents, eg the University Plan, the Divisional/Faculty Plan etc.

5.	Resources required and/or cost/benefit analysis and/or risk analysis
Include summary of costs and sources of funding required. Where resources required are significant, there should be a thorough analysis of the costs v. benefits, and, where applicable, the risk exposure, either in the text or by way of an appendix. 

6.	Consultation
List all persons/groups consulted;  and summarise their responses.  If paper is an "exposure draft", indicate who will be consulted before the paper is finalised.  

7.	Implementation and communication
Give details of the process, including key dates and actioning officers, that will be used to implement the proposal, if it is approved.  Give details of how and to whom the proposal will be communicated, if it is approved.



8.	Review
Give details of the expected outcomes, and how and when they will be measured;  when a review is to be held; and what the processes for establishing the review will be. 

9.	Recommendations
Set out the recommended decisions, ensuring they are consistent with the rest of the document.


Comments and feedback on how well these guidelines are working would be welcomed by the Council Secretary.


HEATHER KARMEL
Council Secretary
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