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PAPER X
	[Insert Title of paper]

	Meeting and date:
	Council:  [Insert Date Month Year, e.g. 24 September 2016]

	Purpose of paper:
	[Provide a short outline of the purpose of the paper – the coversheet should only ever be a single page in length, e.g. this paper proposes a revised format for the paperwork for Council with the intention that this be adopted from the next meeting.]

	Intended outcome:
	Council is invited to [e.g. note/comment on and/or consider in advance of presentation to Council.  N.B.  This text will be specific to each Committee and its ability to e.g. formally approve.]

	Paper submitted by:
	[Insert Name, Job Title]

	Confidential/Restricted/ Reserved business:
	Yes/No [delete as applicable]

[Note:  The default assumption is that papers are ‘open’ as the University is subject to Freedom of Information.  If the paper contains sensitive financial, commercial or staffing issues you may advise that it is confidential and only made available to (limited) committee members.  Final decisions in this area will be made by the Governance team, in consultation with the Chief Administrative Officer and Secretary and Vice-Chancellor if appropriate.]

	Estimated time in meeting:
	X minutes [Indicate the anticipated discussion time required.]

	Key contact(s):
	[Name
Job Title
(email address)
(full telephone number)]

	Persons/committees consulted to date:
	[Name(s)]

	Date paper produced:
	[Insert Date Month Year, e.g. 16 September 2016]
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