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Please delete this explanation prior to submission.

Explanatory Note for the Accessible Secretariat Cover Sheet
The Secretariat cover sheet is intended to provide a consistent format for submitting items for inclusion on a Board or Senate agenda. It ensures that each submission includes the key information required for review, agenda planning, and committee consideration.
Submitters are responsible for completing the sections related to the item, including the agenda title, executive summary, consultations, attachments, prepared by, and date submitted. The executive summary should briefly outline the key messages, context and background for the item. Risks/implications and budgetary considerations can be included if appropriate. Where approval is being requested, the proposed motion should be clearly stated, including the effective date if applicable.
Sections marked for Secretariat use, including the agenda number, meeting date, and governance review, will be completed by the Secretariat Office.  The Secretariat Office may also revise the agenda title and proposed motion, as required, to align with Secretariat conventions, governance requirements, and best practices.
Governance Review refers specifically to Senate and Board committees that have already considered the item and will be filled in by the Secretariat. 
Consultations can be filled in by the submitter and should include all other groups/individuals. 
The completed cover sheet should accompany all materials submitted for Senate and Board consideration and should be provided to the Secretariat by the applicable submission deadline. Attachments should be clearly identified and included with the submission.
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