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Title of Business and Community Engagement Group paper [centred, Calibri 12, bold]

[The following provides guidance AND serves as a formatting template for Business and Community Engagement Group papers.  Papers should be prepared by deleting this comment and replacing the text below].

1.
Introduction [Calibri 11, bold]
1.1
[Calibri 11, single spacing]

Provide any necessary background to the paper in one or two paragraphs and explain why the paper is being submitted to the committee.

1.2
Unless the paper covers a topic which has been agreed for a strategic discussion, papers should not normally be longer than 5 pages.  If a paper is over 10 pages in length please submit an executive summary of the paper – this will be the version issued to committee members and the full version of the paper will be placed on the relevant Box site.
2.
Section heading 1
2.1
The main text of the paper should appear in numbered paragraphs with headings.  Paragraphs are numbered to aid discussion at committee meetings (as members can quickly refer to a paragraph number that they wish to bring to members’ attention).
2.2
If writing for a committee which includes non-staff members please remember that many Council and sub-committee members have not worked in the higher education sector and may not be familiar with certain phrasing or acronyms used in the sector or within Lancaster.  Acronyms/abbreviations should be typed out in full for their first use, with the acronym/abbreviation in brackets.  For example, Higher Education Funding Council for England (HEFCE) or Pro-Vice-Chancellor (PVC).  The acronym/abbreviation can be used thereafter in the paper.

2.3
Other points
· Presentations:  presentations should not repeat the content of the paper as committee members are expected to read the paper in advance and come prepared for discussion.  Instead, a presentation might include a brief summary of the paper (five minutes maximum) or extra information such as graphical information more appropriate for an oral or visual presentation than within a paper.  Where it is necessary to use a presentation, it should be kept to no more than 8 slides to allow maximum time for questions and discussion by committee members.  Presentations should give relevant information to assist committee members to make an informed decision – evidence or argumentation for or against a course of action should be evident within the paper itself.
· Confidential items:  if you think the paper should be treaded confidentially (i.e. only available to (specific) committee members and not to other members of the University or the wider public) because it refers to sensitive financial, commercial or staffing issues please indicate this in the cover sheet.  As the University is subject to Freedom of Information, the assumption is that papers are ‘open’ by default.  Confidential papers remain subject to Freedom of Information and Data Protection rules and so may be made available in a redacted form to a wider audience upon request.
3.
Section heading 2

3.1
Note that it is the responsibility of the author to check formatting, grammar and spelling and that a paper may be returned to an author where this has clearly not been done.

3.2
Whenever possible papers should be notified to the Committee Secretary at least 3 weeks in advance in order that they are identified on the forward schedule.  A request must be submitted to the Secretary for the inclusion of an urgent paper (which has not already been agreed by the Chair) so that the paper can be approved for circulation with the agenda.
3.3
Papers need to be checked by the Chair in advance of inclusion in the paperwork.
4.
Recommendations
4.1
Give up to three clear recommendations as to what you would like the committee to do having received the paper.  For example:

The Committee is invited to:
· note progress made on the Health Innovation Campus;
· advise on the draft University Strategy in advance of presentation to Senate;
· comment on the proposed revision to the format of committee papers.
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