
Appendix 4 -Standardised Reports structure 
 
Report writing and use of minutes as reports (Mandatory Elements Including Financial 
implications , Green implications, Fit with Strategic Plan etc.)  
  
 It would be useful if the Council adopted a standard ‘house’ style for reports. This would make it clear 
what a report was about, what action was required, provide some basic background and information, 
present options, assess implications and make a clear recommendation where appropriate. More 
detailed information could be in appendices and background papers for those who required more 
detail. 
  
A standard report template would assist officers to be concise and cover the key points when writing 
reports. This would then ensure that members received a standard format irrespective of the 
committee that made it easier for them to read and access the information they require. 
  
Key elements that should be included in a report are as follows: 
  
Committee 
Date 
Report author 
Agenda item 

1. Report summary 
2. Decision or action required 
3. Link to strategic plan and objectives  
4. Background 
5. Key information and options 
6. Climate change/green implications 
7. Financial/budget implications 
8. HR implications 
9. Conclusion 
10. Recommendation 
11. Supporting papers and appendices 

  
Information as to the impact of a decision on issues such as the green/climate change agenda, 
finance/budget and HR can be included which may prevent the need for the report to be referred to 
another committee as these implications can be scrutinised and reviewed as part of the decision-
making process. 
  
The length of reports should be strictly managed, ideally to no more than a couple of pages, with the 
use of appendices for additional information. This would enable Councillors to focus on the key points 
and important decisions without getting unduly ‘bogged down’ in the detail; the officer would be able 
to expand on the information at the meeting if necessary. 
  
The standard format of reports should be enforced by the Democratic Services Officer who should 
only accept reports from an officer in the agreed format. 
 


