Annexe
Vice Chancellor’s Office

[image: UR Device Outline]Guidance notes for authors of Research Committe papers (UBRI, UCRI, CRI, UCRIPE, CORRI)
Timing: 
Meeting agendas can get busy so please plan ahead. Contact the Secretary for an appropriate meeting slot, as follows:
	Nathan Helsby for UBRI
	Katie Smith for CORRI

	Dawn Cobbold for UCRI
	Zoe Newton for CRI

	Paul Simmons for UCRIPE
	


To reduce the administrative burden on the Secretary and ensure that everyone has sufficient time to read and consider the papers:
All papers for UBRI, UCRIPE, CORRI and CRI should be submitted 1 week in advance of the meeting.
All papers for UCRI should be submitted by Thursday 12 noon inclusion for the following Tuesday meeting. 
Format: 
All papers must be consistent and written in line with this guidance. The paper should
1. Be written using this template, including all the headings in bold in the template on page 2. 
2. Be a maximum of three pages. The template is not an addition to the paper; the template is the paper.
3. Include appendices only when absolutely required, for example where detailed financial information is required or where there is a separate legal advice note.
4. Adopt best practice for clarity and accessibility, including:
· Writing in Plain English. 
· Applying normal margins and using short paragraphs
· Using bullet points for easy scanning
· Avoiding ALL CAPS and underlining
· Using a sans serif font (for example Calibri, Arial, NOT Times New Roman) minimum size 12; and
· Ensuring text is left aligned;
· Using the accessibility checker to ensure that people with disabilities have no difficult reading the document 
Content: 
Please use all the headings in the template to structure your paper and delete all information that is not in bold before submission. These headings are to guide content and decision-making. If you do not have content for a particular heading leave it blank. 
Exceptions: 
This template is not required for regular reports which come to UCRI or other committees for approval unless there is some specific change you are looking to include.  For these papers you may wish to include a summary of the content; you should still ensure that they are presented with accessibility in mind including font size, layout and formatting. 

Agenda Item Template
Title:	[title of the item]
Committee: [name & date of meeting]
Committee Sponsor: [committee member presenting the item]
Author/s: [author/s of the document]
Date: [date of the report]			
Action required from the committee: 
Actions requested from the committee, for instance: request of advice/guidance; approvals of recommendations; etc.
Report & summary recommendations: 
Brief description of the background, context and, rationale for the recommendations and how they address identified needs; detail of recommendations; indication of other benefits in addition to those addressing identified needs
Research & Innovation Strategy priorities addressed by the recommendations: 
Brief description of which strategic priorities the recommendations are aligned with and how they address them
Key Risks and mitigations: 
High level risks of implementing the recommendations, initial risk level (H,M,L) and overview of mitigation plans
Implications for staff, including E&D considerations: 
Summary of how the recommendations affect staff – all or any specific groups - and what immediate steps are required to manage the impact – i.e. communication with relevant staff; communication with line managers/Heads of section; recruitment; etc. Please include potential implications, impacts, benefits or negative effects in relation to E&D considerations
Financial implications: 
Summary of any financial impact of the recommendations and immediate steps required to manage these – i.e. request of resource through internal funding schemes, applications for external funding; discussions with budget holders; etc.
Communications: 
Summary of how the recommendations will be communicated, to whom, when and by whom
Should this item be added to the RDL/IDRC Teams Channel?  Yes/No
Annexes: 
Any detailed report, analysis or other documentation providing background or evidence in support of the recommendations in the paper
Is this a change management project:  Yes/No
Notes: the length of this document must not exceed 3 A4 pages. Any additional information can be provided through Annexes.

©University of Reading 2024		Tuesday 16 April 2024								Page 1

image1.png
University of
<> Reading




