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NOTE: 


· This document should be no longer than 5 pages. 

· It should be succinct and explicitly worded and written with the understanding that its audience may not be familiar with the background, technical language or acronyms associated with the subject.

· It must provide the Committee with enough information to make an informed decision on the subject.

· If the submission is providing information for information only you should first consider alternative methods of disseminating that information. If necessary consult the Secretariat.

Use this template and forward the submission in electronic format to uni.council@utas.edu.au

THE DEADLINE FOR GOVERNANCE AND LEGAL TO RECEIVE COMMITTEE SUBMISSIONS IS SET OUT AT http://www.utas.edu.au/university-council/council-and-committee-meeting-dates.  FOR UTAS COUNCIL IT IS 16 DAYS BEFORE THE MEETING.

RECOMMENDATION

The <relevant member of SMT> recommends that –

1.
<Council/committee    notes/endorses/approves/forwards    comments to etc><text>

2.
<Council/committee    notes/endorses/approves/forwards   comments to etc><text>

NOTE: The recommendation must be an appropriately framed motion on which the Council/Committee can vote.  It must –

· be meaningful by itself, without relying on supporting papers

· be clear about what it refers to, what the policy will be, what is to be done, by whom and by when it is to be done

· be an action the Council/Committee has the power to take within its terms of reference

· if appropriate, refer the matter to Council or to the correct Committee or UTAS officer with delegated authority (please consult the Secretariat if necessary)

· include reference to any appropriate attachments

The recommendation should not include the rationale for the decision, but that rationale must be set out where indicated later in this submission.
EXECUTIVE SUMMARY (Must be included, unless the submission is 1 page only)
<No more than 2 pages of text, other than in exceptional cases>

NOTE: In the executive summary you must briefly describe the purpose of the proposal and highlight any aspects that may require discussion by the Council/Committee.

RATIONALE

Terms of Reference

This matter is for consideration by <Council/Committee name>in accordance with its terms of reference, which state <text>.

Relationship to <UTAS Plan / Governance Level Principle / Policy / legislation / other reporting requirement>

<text>

NOTE: The rationale must give the reason why the submission is being made.  It must state the term of reference to which the submission refers.  Where appropriate it must also contain a statement of the submission’s relationship to –

· the UTAS Plan and any relevant subsidiary plan

· the relevant UTAS Governance Level Principle/Policy

· any relevant Commonwealth or State legislation

· any relevant reporting requirements established by UTAS Council/Committee.
ISSUES

Background

<text>

NOTE: use this section to make the case for the proposal.  Include options that have been considered, and a summary of the benefits of the recommended option and of the risk management considerations.

Benefits

<text>

NOTE: Provide short series of dot points outlining the benefits (reputation, financial, industrial etc) expected to flow from accepting the recommendation(s).

Risks

<text>

NOTE: Has a risk assessment been undertaken? Outline the key risks (eg. Is the proposal dependent on other events taking place first?) and how these will be addressed/ mitigated.

RESOURCE IMPLICATIONS

Financial Resources

<text>

NOTE:

· Will there be a net operating budget cost?

· How will this be met? (ie. increase in operating funds sought, philanthropy, Commonwealth funding proposal etc)

Human Resources

<text>

NOTE: Will new positions need to be created or can the proposal be implemented through a reorganisation of current arrangements? Specify the cost implications.

Information Technology

<text>

NOTE: Will extra infrastructure be required (ie. Is there sufficient cabling, server access etc)? Specify the cost implications.

Asset Management

<text>

NOTE: Will there be a need for further space/accommodation requirements? Specify the cost implications.

CONSULTATION

<text>

NOTE: Who have you consulted outside your organisational area?

What Committees or working parties have considered this proposal and what was their advice?

If this is a new or revised policy, have you incorporated advice from Governance and Legal on format and relationship with existing policy?

IMPLEMENTATION

<text>

NOTE: What implementation and/or follow up action will be taken if this is approved? Examples of information to include here – 

· which Committee, officer or other body will this be referred to and what will they be asked to do?

· who will implement  the proposal and when?

· will approval of the proposal or policy affect the authority of particular University officers, therefore requiring amendment to the Delegations Register?(This is usually relevant for Council Governance Level Principles, or for policies to be approved by the Vice-Chancellor.)
ATTACHMENTS

· <Attachment 1 - provides additional information relevant to the proposal>

· <Attachment 2 - provides additional information relevant to the proposal>

<Additional information relevant to the submission can be accessed from URL>

NOTE: Please keep attachments to a minimum. Do not include information without a summary, explanation and statement of its relationship to the proposal.

RESPONSIBLE OFFICER

<name>

<position>

<Faculty/School/Division/Section>

<telephone number>

<e-mail>

NOTE: The secretary or members of the Committee may wish to contact you before the meeting to discuss the submission.  Wherever possible, if you are listed as the Responsible Officer for this submission you should also be the Contact Officer for the related policy (if any) to be included in the policy framework.
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