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	Choose an item.

	Item #: <Item Name>



[bookmark: _Hlk122594052]When to use the Summary Report Template

The committee's annual plan will indicate if a report is a full, summary or delegate report.

The Summary Report Template should be used when providing performance monitoring updates or when summarising an issue considered by a subordinate committee. This report provides oversight of matters, focusing on key measures, movements and forward projections, to assure the superior committee that responsibilities delegated to a subcommittee have been effectively exercised. Risks associated with movements in indicators should be clearly articulated.

This report should be maximum two pages in length. No attachments are to be added.

Information about completing this template 
 
[bookmark: _Hlk231375275]Formatting: Anything in <pointy brackets> must be replaced and the brackets removed. Delete all text shown in blue italics. The final template must use Arial, size 10, black, non‑italic body text throughout. Key headings must be BOLD UPPERCASE. Subheadings must be Bold Title Case. Use hyperlinks sparingly and only in Charles Sturt University Orange.  
 
Some notes on governance vs management writing:
 
· Governance is the strategic task of setting the organisation’s goals, direction, limitations, and accountability frameworks; Management allocates resources and oversees the day‑to‑day operations.
· Committees, particularly Council, hold ultimate accountability for the University’s activities and performance, so writing for them must focus on the big picture, particularly with reference to performance against strategy and assurance of compliance.
· Governance committees require confidence that operations are on track and that risks to achieving objectives are clearly identified and managed.
· Governance provides oversight, not operational execution: governance defines the “what”, management delivers the “how.”
For general guidance on writing reports, refer to the Writing Business Reports and Executive Briefs presentation from the training delivered by DPC, available on the Governance Services website.

PURPOSE

Provide a succinct summary of why this paper is being submitted to this particular committee.    
E.g. To seek approval of…, To provide X Committee with a progress report on…, To seek feedback on….  

RECOMMENDATION

The recommendation outlines the action or decision you are asking the committee to make and the outcome you expect from its consideration of the item. Please ensure the committee has the delegated authority to make the decision you are requesting by checking the Delegations Register and Policy Library.

Recommendations must be written as standalone statements that can be read and understood independently when included in the minutes as resolutions. They must use the full titles of reports, and acronyms are not to be used unless they have been fully qualified earlier in the recommendation.

The <Committee> resolves to note XXX. 
PREVIOUS CONSIDERATION
	Previous consideration
	Key issues and outcomes

	Provide the name of the committee/s, including the Executive Leadership Team (where applicable), that previously considered the matter, the date/s of consideration, and the relevant resolution number/s (where applicable).

	Provide a brief summary of any key issues raised during the previous consideration, how the matter was addressed, and whether any substantive issues or outcomes were identified, including recommendations and actions.
Include only information relevant to the committee, presented in concise dot points. More detailed analysis of prior consideration, including progress on recommendations and actions, will be provided in the Background and Key Issues sections.



 
SUMMARY OF KEY ISSUES

<Heading 1>

Summarise the key matters from the full report for the attention of the Committee. You may use tables/traffic light dashboard/etc. to present information if appropriate.

List major risks in the box below - add or delete rows as required. 

	Major Risk
	Risk Monitoring and Management 
	Does this sit within risk appetite?

	List the risk category from pages 6 and 7 of the Risk Appetite Statement in bold and a summary of the risk in regular text.
	Provide the details about how the risk will be managed.
	<Yes/No>



<Heading 2>

Complete per instructions above. Add or delete further headings as required.


	Prepared by:

	<date>
	<Name, Position> of author

	Approved by:

	<date>

	<Name, Position> of Exec/ELT member or person who supervises the author

	Cleared by:

	<date>

	<Name, Position> of the member of the Committee who is submitting on the author’s behalf. For management papers submitted to Council committees, this is the VC
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