Annex D


BLANK TEMPLATE FOR THE AGENDA FOR A COMMITTEE MEETING
[Text should be in Arial 11pt throughout]

 [Agenda should be printed on Imperial College headed paper if the Committee includes members from outside the College]

THE [FIRST, SECOND, etc.] MEETING OF THE [               ] COMMITTEE

TO BE HELD IN ROOM [                 ], [                       ] BUILDING

ON [DAY], [DATE] AT [START TIME]

 [The heading should record the name of the committee or purpose of the Meeting,

together with the place, date and time at which it is to take place]
AGENDA
	Item

	Subject
	Lead

	1.
	Introduction


	Chairman

	2.
	Apologies


	Secretary

	3.
	Minutes of the Last Meeting (Unapproved draft already circulated)


	Chairman

	4.
	Matters Arising


	

	
	a.
[Issue] (Minute [Number])


	[Person to Lead]

	
	b.
[Issue]  (Minute [Number])


	[Person to Lead]

	5.
	[Agenda Item Title] (Paper A)


	[Person to Lead]

	6.
	[Agenda Item Title] (Paper B)


	[Person to Lead]

	*7.
	[Agenda Item Title] (Paper C)


	[Person to Lead]

	8.
	Any Other Business


	Chairman

	9.
	Date of the Next Meeting


	Secretary

	10.
	Closing Remarks


	Chairman


[Notes.

1.
Items 2, 3, 4, 8 and 9 above are standard items for almost all meetings.

2.
For ‘starred’ items, such as Item 7 above, see Paragraph 39.c.
3. 
Automatic item numbering is normally avoided because it often produces incorrect results when documents are sent by e-mail. ]
EXAMPLE OF THE MINUTES OF A COMMITTEE MEETING (
)

[Text should be in Arial throughout]

MINUTES OF THE MEETING OF THE SPACE PLANNING ADVISORY GROUP

HELD IN ROOM 2 OF THE SEMINAR AND LEARNING CENTRE

ON FRIDAY, 21ST NOVEMBER 2003 AT 3.00P.M.

[The heading should record the name of the Committee or purpose of the Meeting,

together with the place, date and time at which it took place]

	Present:
	Professor P.W. Bearman
	Deputy Rector (Chairman)

	
	Mr D. Brooks Wilson
	Director of Estates

	
	Dr R.F. Eastwood
	Director of Strategy and Planning

	
	Professor M. Green
	Vice Principal, Faculty of Medicine

	
	Professor R.A. Smith
	Head of the Department of Mechanical 
Engineering

	
	Professor D.J.N. Limebeer
	Head of the Department of Electrical and 
Electronic Engineering

	
	Mr K.A. Mitcheson
	College Secretary (Secretary)

	
	
	

	[Names are listed in alphabetical order, except for the Chairman who is placed first and the Secretary who, if a member of the Committee, is placed last]

	
	
	

	In attendance:
	Ms G. Al-Madfai
	Estates Space Co-ordinator

	
	Mr J.B. Hancock
	Head of Central Secretariat

	
	
	

	[Those present at the Meeting for whatever reason who are not full members of the Committee are listed separately, in alphabetical order, as ‘in attendance’]

	
	
	

	Apologies:
	Professor Sir Leszek Borysiewicz
	Principal of the Faculty of Medicine

	
	Professor M.P. Hassell
	Principal of the Faculty of Life Sciences

	
	Professor R.D. Rawlings
	Pro Rector (Educational Quality)

	
	
	

	[Apologies may be listed here, or may form the first minute in the body of the text below.  Again, names are listed in alphabetical order in each group]


[The body of the text should be in Arial 11pt throughout]

	
	Action


	ITEM 1 - INTRODUCTION


	[Those responsible for actions arising from the meeting are identified,

	1.
The Chairman opened the Meeting by reminding members of the need to ….. [Text is fully justified with a hanging indent. Paragraphs are numbered consecutively (1., 2., 3. etc.). Automatic paragraph numbering is normally avoided because it often produces incorrect results when documents are sent by e-mail.]

	as here, in an action column with a vertical line dividing it from the text]

	ITEM 2 - MINUTES OF THE LAST MEETING

[Main headings are not numbered, but are in upper case, bold and underlined]


	

	2.
The Minutes of the Meeting held on 8th October 2003 were agreed as a true record.


	

	ITEM 3 - MATTERS ARISING


	

	3.
External Requirement for Space (Minute 14). [Paragraph and sub-paragraph headings are underlined, bold and finished with a full stop as shown here]

	

	
a.
The Space Planning Advisory Group (SPAG) was advised that a commercial company wished to develop a new area of research with the College. A suitable location at South Kensington was currently being sought. Alternatively, a purpose built laboratory for this purpose might be included in the College’s SRIF bid. If the latter option was chosen, the Company would provide the 25% matched funding required under SRIF for the College portion of the lab. 

[As shown in the first line of this paragraph, where abbreviations are used, they should always be spelt out in full the first time they are used, with the abbreviation in parentheses.]


	

	
b.
SPAG agreed that the SRIF bid was only viable if a firm commitment to the Project was received from the Company. The Deputy Rector undertook to discuss the proposals with the Company’s Board.

[1.
Decisions must be clearly identified and, if necessary, highlighted by bold text.

2.
Similarly, those responsible for taking action on a decision must be clearly identified and their name(s) placed in the Action column, either opposite the end of the paragraph in which the agreed action is defined, or if the paragraph is long, against the reference to the action in the text.

3.
Normally, where reference is made to a person, their job title should be used, although names are permissible.  It is not acceptable to use members’ initials in the text as readers have to constantly refer back to the list of attendees to ascertain who is meant.]

	Deputy Rector

	ITEM 4 - REPORT ON CURRENT SPACE ISSUES (Paper A)


	

	4.
The Space Manager introduced Paper A, highlighting the following issues:


	

	a.
Humanities Programme. [It is important that the different issues covered by the Minutes are given headings and that the whole document is structured in such a way that items can be easily found in future.] 
(1)
SPAG was advised that the Humanities Programme required space for the co-ordinator of the English Language Support Programme and for a student resource room. The options being considered included:

(a)
The relocation of the English Language Support Programme.

(b)
The provision of additional space within the Mechanical Engineering Building.

(2)
SPAG decided that the Humanities Programme should remain within the Mechanical Engineering Building and asked the Space Manager to find a pragmatic solution that would provide some additional space for Humanities there.

[Where sub-paragraphs are required they should be numbered and indented as shown above]


	Space Manager

	b.
Business Continuity Computer Centre. The Director of Estates was considering a number of options for the location of the Business Continuity Computer Centre, including space currently used for the storage of records in the basement of the Sherfield Building. The Director of Estates undertook to discuss this with the College Archivist.


	Director of Estates

	ITEM 5 - STRATEGIC SPACE ISSUES (Paper B)


	

	5.
The Space Manager introduced Paper B, highlighting the following issues:


	

	a.
etc.

	

	b.
etc.

	

	6.
Following discussion it was agreed that ……. 


	

	ITEM 6 - ANY OTHER BUSINESS


	

	7.
SPAG agreed that the allocation of space in the new Multi-Disciplinary Research Building should be reported at a future meeting.


	

	ITEM 7 – DATE OF NEXT MEETING


	

	8.
SPAG noted that its next meeting would be on Tuesday, 20th January 2004 at 2:00 p.m. in the Rector’s Conference Room.

	


K.A.M.

[Initials of the Secretary to the Meeting]

[The Secretary should always obtain the Chairman’s approval of the draft Minutes before circulating them to members] 
Annexes:

A
[Title of Annex] [For the layout of annexes and appendices see Annex G below].
B
[Title of Annex
C
[Title of Annex]
BLANK FORMAT FOR THE MINUTES OF A COMMITTEE MEETING

MINUTES OF THE MEETING OF THE [               ] COMMITTEE

HELD IN ROOM [                 ], [                       ] BUILDING

ON [DAY], [DATE] AT [START TIME]

	Present:
	
	                        (Chairman)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	                          (Secretary)

	
	
	

	
	
	

	In attendance:
	
	

	
	
	

	
	
	

	Apologies:
	
	

	
	
	

	
	
	


	
	Action


	ITEM 1 - INTRODUCTION


	

	1.
 

	

	ITEM 2 - MINUTES OF THE LAST MEETING


	

	2.
The Minutes of the last Meeting were agreed as a true record, subject to the following amendments:

a.


b.



	

	ITEM 3 - MATTERS ARISING


	

	3.
[Issue] (Minute [   ]). 

	

	
a.
 


	

	
b.
 


	

	4.
[Issue] (Minute [   ]). 

	

	
a.
 


	

	
b.
 


	

	ITEM 4 – [AGENDA ITEM HEADING]

	

	5.



	

	a.
[Sub- Paragraph Heading].


	

	(1)



	

	(a)



	

	(b)



	

	(2)



	

	(a)



	

	(b)



	

	b.
[Sub- Paragraph Heading]. 


	

	ITEM 5 - ANY OTHER BUSINESS


	

	6.



	

	ITEM 6 – DATE OF NEXT MEETING


	

	7.
The next Meeting will be held on [Day], [Date] at [Start Time] in [Place].


	


[Secretary’s initials]

Annexes:

A
[Title of Annex] [For the layout of annexes and appendices see Annex G below].
B
[Title of Annex
C
[Title of Annex]
EXAMPLE OF A COMMITTEE PAPER

	Operations Committee [Committee Title – lower case, bold]
	CONFIDENTIAL

	1 March 2005 [Date of Meeting– lower case, bold]
	MB 04-05/ xxx

[Paper Number/Letter – lower case, bold]


PROPOSED CONVERSION OF THE WILSON HOUSE

SQUASH COURTS TO A FITNESS GYM

[Paper Title – upper case, bold, underlined]

A Paper by the College Secretary

[Author’s appointment title in lower case]
INTRODUCTION (
)
[Main headings are not numbered, but are upper case, bold and underlined]

1.
There are two squash courts in the courtyard behind Wilson House, Paddington.  They are under-utilised  - current usage is only about 10% of the time available - and most of the squash played there could be catered for at South Kensington.  At the moment therefore we are under-utilising a potentially valuable asset.

[Paragraphs are numbered consecutively (1, 2, 3 etc.) and justified.  The first line is indented]
AIM (
)
2.
The Aim of this Paper is to seek the Committee’s approval for a proposal to convert the courts to achieve better use of them.

PROPOSAL

3.
There is an opportunity to convert the two courts into a stand-alone fitness gym. This would:

a. Make better use of our sport and leisure space.

b. Provide a gym facility which would be available to users of the gym at South Kensington when they are temporarily displaced during the construction of the new Sports Centre.

c. Etc.

DISCUSSION (
)
4.
The proposed scheme is important because we need to provide improved fitness and health-related facilities on our campuses for all our staff and students, the majority of whom work out individually and not as participants in team sports.  It is also important that, during the construction of the new Sports Centre, when the small existing gym at South Kensington will be closed, we can provide an alternative facility to the College community. 

5.
Etc.

6.
Etc.

7.
Benefits.  The anticipated benefits are provision of:

a.
A state of the art fitness gym, including equipment, changing rooms, reception, office and full disabled access without the capital cost being incurred by the College.

[sub-paragraphs are lettered (a. b. c. etc.) and are indented as above]. 

b.
The new gym would improve the appearance of the area and, because of its extended opening times, help to enhance security.  

(1)
Further details ……

(2)
Further details ……

[Further sub-sub-paragraphs should be numbered ((1) (2) (3) etc.) and further indented as above.  If still further sub-paragraphs are required, they should be numbered with Roman numerals (i. ii. iii. etc.) and further indented as above.  However, such sub-division of paragraphs should be avoided wherever possible.] 

8.
Costs.  
a.
The facility would be developed with the contractor on a partnership basis, with the costs of the conversion (minor building works) and fitness equipment being met by the contractor.

b.
Etc.
9.        Risks.  Provided the partnership contract is carefully drawn, the risks are assessed as minimal, particularly given the lack of capital by the College and the scope for generating revenue from local residents and organisations.

10.
Other Implications.
There would be some changes to the layout of the courtyard in that the gate in Rainsford Street would be moved back approximately 20 metres and additional supporting railing/fencing provided.

DECISIONS REQUIRED
11.
The Operations Committee is asked to agree to the proposed Project progressing to the completion of the tender stage, including the selection of the preferred bidder.

K.A.M.

[Author’s initials or name, together with date if necessary]

Annexes:
A.
[Title of Annex] [Example attached]
B.
[Title of Annex]
C.
[Title of Annex]
[Main attachments to papers are annexes and are lettered Annex A, Annex B, and so on (as here); attachments to annexes are appendices and are numbered Appendix 1, Appendix 2, and so on]

[TITLE OF ANNEX}
MAIN HEADING 
[Main headings are not numbered, but are in upper case, bold and underlined]

1.
Paragraph Heading. Text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text.

[Paragraphs are numbered consecutively (1, 2, 3 etc.) and justified.  The text on the first line is tabbed in.]
2.
Paragraph Heading. Text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text.

 [Automatic paragraph numbering is NOT used, because it tends to get corrupted when documents are sent as e-mail attachments.]
MAIN HEADING 
3.
Paragraph Heading. Text text text text text text text text text text text text text text text:

[Individual paragraphs headings are in lower case, bold and underlined with each word capitalised, as shown above.]
a.
Sub-Paragraph Heading. Detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail.

[Individual sub-paragraphs headings are in the same format as paragraph headings.]
b.
Sub-Paragraph Heading. Detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail.

 [sub-paragraphs are lettered a. b. c. etc. and are indented as above]. 

(1)
Further details ……

(2)
Further details ……

[Further sub-sub-paragraphs should be numbered (1) (2) (3) etc. and further indented as above. 

(a)
Still further details ……

(b)
Still further details ……

[Further sub-sub-paragraphs should be lettered (a) (b) (c) etc.)and further indented as above.]

[If still further sub-paragraphs are required, they should be numbered with Roman numerals i. ii. Iii. etc. and further indented as above.  However, such extensive sub-division of paragraphs should be avoided wherever possible.] 

Appendices:

1.
[Title of Appendix]
2.
[Title of Appendix]
3. 
[Title of Appendix]
[Main attachments to papers are annexes and are lettered Annex A, Annex B, etc; attachments to annexes (as here) are appendices and are numbered Appendix 1, Appendix 2, and so on]

EXAMPLE OF A COMMITTEE REPORT

	Management Board [Committee Title – lower case, bold]
	CONFIDENTIAL

	18 March 2005 [Date of Meeting– lower case, bold]
	MB 04-05/ xxx

[Paper Number/Letter – lower case, bold]


REPORT BY [                 ]

[Report Title – upper case, bold, underlined]

MAIN HEADING 
[Main headings are not numbered, but are in upper case, bold and underlined]

1.
Paragraph Heading. Text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text.

[Paragraphs are numbered consecutively (1, 2, 3 etc.) and justified.  The text on the first line is tabbed in.]
2.
Paragraph Heading. Text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text.

 [Automatic paragraph numbering is NOT used, because it tends to get corrupted when documents are sent as e-mail attachments.]
MAIN HEADING 
3.
Paragraph Heading. Text text text text text text text text text text text text text text text:

[Individual paragraphs headings are in lower case, bold and underlined with each word capitalised, as shown above.]
a.
Sub-Paragraph Heading. Detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail.

[Individual sub-paragraphs headings are in the same format as paragraph headings.]
b.
Sub-Paragraph Heading. Detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail.

 [sub-paragraphs are lettered a. b. c. etc. and are indented as above]. 

(1)
Further details ……

(2)
Further details ……

[Further sub-sub-paragraphs should be numbered (1) (2) (3) etc. and further indented as above. 

(a)
Still further details ……

(b)
Still further details ……

[Further sub-sub-paragraphs should be lettered (a) (b) (c) etc.)and further indented as above.]

[If still further sub-paragraphs are required, they should be numbered with Roman numerals i. ii. Iii. etc. and further indented as above.  However, such extensive sub-division of paragraphs should be avoided wherever possible.] 

A.B.C.

[Author’s initials or name]

Annex:

A
[For the layout of annexes and appendices see Annex G above].

EXAMPLE OF A CALL FOR PAPERS
[Circulated by e-mail to the Chairman and members of the Committee]

“Dear All,

The next meeting of the Audit Committee is on Friday, 12 September 2003. The deadline for the receipt of papers for this meeting is Tuesday, 2 September 2003.
I am expecting the following agenda items:

1.
Minutes of the Meeting held on 12 June 2003 (on file)

2.
Matters Arising:

a.
Revisions to the Finance Management Report (Minute 245.2 (ii)) – Director of Finance

b.
Arrangements for Risk Management Workshop (Minute 245.4) – College Secretary
c.
Position of Deputy Chairman for the Committee (Minute 246.2) - College Secretary
d.
Timescale for the implementation of Release 11i (Minute 251.3) – Director of Strategy & Planning
e.
Employment of external consultants to review ICIS forward implementation plans (Minute 251.4) - Director of Strategy & Planning
f.
Resource implications for internal audit of the Audit Plan 2003-08 (Minute 254.1) - College Secretary
3.
External Audit for the Year Ending 31 July 2003 - Progress Report -  PricewaterhouseCoopers
to include consideration of the provision for bad debt: 

"The Committee asked that the Director of Finance and the external auditors review the basis for the bad debt provision before work on the Annual Accounts started."

4.
Internal Audit Report – Head of Management Audit & Review
5.
Any Other Business

6.
Date of the Next Meeting
I should be grateful if you would advise me of any suggested amendments or additions to this Agenda as soon as possible.

Regards,

Jon.”

ATTENDANCE LIST

MEETING OF THE [                                   ] COMMITTEE

[DATE] AT [TIME]
	NAME

(Block Capitals Please)
	DEPARTMENT/ DIVISION/ ORGANISATION

	
	


EXAMPLE OF A LIST OF ACTIONS ARISING FROM A MEETING 

This is normally circulated by e-mail to all those identified at the meeting as responsible for carrying out actions.
“Dear All,

This is just a brief note to confirm the actions arising from this morning's meeting of the Audit Committee:

1.
Consider appointment of an additional lay member and staff member to the Audit Committee – College Secretary through Nominations Committee.

2.
Finance Management Report to Executive Committee and Council to be revised to produce more meaningful information (by September?) – Director of Finance
3.
Discuss arrangements and timescale for a Risk Assessment Workshop with PwC - College Secretary
4.
Clarify position of Deputy Chairman - College Secretary / Committee Secretary
5.
Report to next meeting on a system for monitoring the completion of research reports by academic departments and/ or faculties  - Deputy Rector

6.
PwC/ Finance to look at the basis for debt provision in the accounts sooner rather than later - Director of Finance / External Auditors
7.
Confirm likely delay to introduction of V.11i with Oracle. Dependent on this, consider introduction of revisions to the current version to assist with debt control - Director of Finance

8.
Consider using external consultants to review forward plans for implementation of V.11i – Director of Strategy and Planning
9.
Consider circulation of Enterprise Board Minutes to members of the Audit Committee - Deputy Rector

10.
Meetings next year to commence at 9:30 a.m. - Committee Secretary

This is, of course, in addition to the actions accepted as part of the Management Responses to the Interim Audit Report and the HEFCE Audit Service Report.

Regards.”

�.	This example is based on original Minutes, but with names, dates and other details changed. It is shown here to illustrate the layout of the document only. No attention should be paid to its content.


�.	The Introduction Section should ‘set the scene’ for the Paper by explaining the opportunity or issue which has given rise to it and by providing the reader with the background information necessary to understand what is at stake and how the College/ Faculty/ Department is currently handling the situation.


�.	The Aim Section should be a clear and concise statement of what the Paper is seeking to achieve.


�.	The Discussion Section should contain the Paper’s argument setting out the benefits to be anticipated, the various options for achieving these, their advantages and disadvantages, their respective costs and their associated risks.
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