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     Guideline on the Preparation of Memoranda for                  
Council Standing Committee and Council Meetings 

 

Purpose  
This Guideline is designed to support effective decision making by Council Standing Committees and 
the Council by outlining the key requirements of meeting memoranda to ensure that:  

• The decisions sought are clear 
• All relevant matters and issues have been canvassed, including options, financial implications 

and risk 
• Recommendations are supported by sound argument and evidence where required. 

 
The aim is to lift the quality and consistency of memoranda being provided to Council and its 
Committees. 

 
Scope  
The Guideline has been prepared for: 

• the authors of memoranda – by providing advice on the expected content of each section of a 
memorandum 

• the executives reviewing the papers - by supporting quality improvement e.g. relevance, 
accuracy and brevity. 

 
The Guideline supports the implementation of a new format for Council Standing Committee and 
Council memoranda and can be adapted for other Committees e.g. the Vice-Chancellor’s Senior 
Team (VCST). The Council Standing Committees are: 

• Governance and Strategy Committee 
• Audit and Risk Management Committee 
• Resources Committee and Investment Management Sub-Committee 
• Senior Appointments and Remuneration Committee 
• Legislation Committee (ad hoc) 
• Nominations Committee (ad hoc) 

 
Information and advice on how to prepare a meeting memorandum, in particular what content to 
consider or provide under each section, is in the Attachment to this Guideline (pp.4-8 of the 
Guideline). 
 

Matters for consideration by Council and Council Standing 
Committees 
Matters to be considered by Council and Council Standing Committees arise from: 

• the responsibilities, powers and functions of Council as set out in the Federation University 
Australia Act 20101 

• the Terms of Reference of Council Standing Committees. 

Agenda items for meetings might concern a variety of purposes including: 
• University strategy, budget and resources 
• Emerging significant issues, developments or opportunities 
• Audit, risk and compliance matters 
• Legislative, regulatory or reporting requirements 
• Academic, student or staff matters 
• Assets and infrastructure. 

 

 
1 Sections 8 and 9. 
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Authors or sponsors of papers for consideration by Council or a Council Standing Committee, should 
consult a member of VCST or the Secretary to Council if clarification is required about the appropriate 
forum for consideration of a particular matter. 

Process and timelines 
All items for Council and Council Standing Committees must include a covering memorandum unless 
the Chair or the Vice-Chancellor has agreed that one is not required. 
 
All agenda items are considered by VCST before they are submitted for consideration by a Council 
Standing Committee or the Council, unless the vice-Chancellor decides otherwise.  
 
Submission of a proposed agenda item must be endorsed by a member of the VCST, usually the 
member with accountability for the subject, prior to submission to Vice-Chancellor’s Senior Adviser for 
the purposes of the relevant VCST meeting. That endorsement is signified through the inclusion of 
that senior person’s name as having ‘cleared’ the memorandum. 
 
Agenda items must be submitted the Vice-Chancellor’s Senior Adviser a minimum of three working 
days prior to the relevant VCST meeting as outlined on the Council and Standing Committee Meeting 
Dates Schedule. The lead time for submission of papers is usually a minimum of 13 working days, 
depending on the scheduling of the relevant meetings.  
 
The following is an example of the required timeline for a paper intended for endorsement (or other 
purpose) by the Governance and Strategy Committee at its meeting on 29 September 2021: 
 
Working 
Day 

Process step Example date 

1 Deadline: Proposed Committee paper to be submitted to Vice-
Chancellor’s Senior Adviser no later than three working days prior to 
VCST meeting of 14 September 2021 

9 Sept. 2021  

4 VCST meeting considers proposed Committee paper 14 Sept. 2021 

8 Deadline: All Committee papers to be submitted to Council Secretary  20 Sept. 2021 

14 Governance and Strategy Committee meeting 29 Sept. 2021 
 
Authors should make early contact with the Council Secretariat to foreshadow a possible Council 
Standing Committee or Council item and to confirm key dates. 

Implementation 
Authors are strongly encouraged to refer to this Guideline in the preparation of memoranda. 

Accountable executives are strongly encouraged to promote the use of this Guideline in training of 
new staff who may become authors or have a responsibility for quality control, and in reviewing 
memoranda prepared by staff.   

The Memorandum template is available from the Executive Officer of Council. 
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Document Details  
Accountability and Approval 

Responsibility: Executive Officer 

Accountability: Director Governance and Strategy 

Approved by: Vice-Chancellor 

Review date: 13 July 2022 
 

Version Control 

Version No. Amendments Date approved 

1 Final  13 July 2021 

   
 

 

 

 

NOTE: for the Attachment to this Guideline - ‘Information and Advice on Preparing Memoranda’ – see 
the next four pages. 
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Attachment: Information and Advice on Preparing Memoranda 

 
Prepared by:    Insert name of author 

Cleared by:  Insert name of person who authorised the paper. For Council or Council Committee 
papers this should be a member of VCST 

    
RECOMMENDATION/S 
Recommendations should succinctly state the decision (if applicable) that is sought from 
the Committee Council. Recommendations should be relevant to the subject and address 
matters raised or considered in the body of the memorandum. 

If the matter is for information, enter “For information”. 

If the matter is for noting or for reporting, enter “For noting” or “For reporting” as 
appropriate, unless there is a substantive matter that should be bought to the attention of 
the Committee or Council that requires a more specific recommendation e.g. “that Council 
note…., in particular…” 

Number each recommendation. 
1. [Numbered recommendations] 
2.  
3.  
 

PURPOSE 

Provide a short statement, generally one or two sentences in length, that outlines the 
purpose of the Committee or Council memorandum. Background comments should be 
provided in the following section.  

Council or Committee memoranda may be the following purposes: 

• For information: To provide background, contextual or other information to the 
Committee or Council (as relevant) which may be of interest but does not require 
discussion or decision. 

• For noting: To provide minutes of meetings or other reports or information 
relevant to the roles and responsibilities of the Committee or Council (as relevant) 
and which do not require a decision.  It also includes periodic updates on matters 
of interest to Council or raised by Council. 

 

Meeting: [Insert name of Council Standing Committee or the Council] 

Subject:   

Submitted by: Insert name and title of member of the Vice-Chancellor’s Senior Team 
(VCST). This may be the same person that cleared the paper (see below). 

Date:  

Purpose: Select appropriate purpose from six options available in the drop-down 
box. Refer to ‘Purpose’ section below for explanations of the various 
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• For discussion: To seek the views of Council on an important matter prior to a 
formal decision being made or sought or action being taken. 

• For reporting: To report an item to the Committee or Council (as relevant) as 
required by a Committee’s functions or charter. 

• For endorsement: To seek the support of a Committee for a recommended 
course of action or decision to be approved by Council. 

• For approval: To obtain approval by Council of a recommended course of action 
or decision. 

 
1. [Start new numbering] 
 
BACKGROUND 
 
Contextual information relevant to the issues to be considered by Council should be 
included in this section.  This could include: 

• Previous consideration by Council, a Standing Committee of Council or other 
relevant committee 

• Legislation, regulation or policy that does or could impact on the subject 
• A brief history of key developments 
• Reference to any consultation with internal and or external stakeholders. 

 
This section should be as brief as possible, and generally not longer than a page.  
Additional more detailed information, where necessary, should be included in an 
attachment.  
 
2. [Continue numbered paragraphs as required] 
3.  

KEY ISSUES AND CONSIDERATIONS  

Outline the key matters or issues that should be considered with respect to the subject.  

Each matter or issue should be addressed under a separate subheading and the 
considerations relating to that matter should be addressed. Considerations will vary by 
subject but might include: 

• Any impact on previous decisions or other work underway or planned 
• The outcomes of consultation with internal or external stakeholders 
• The next steps that should be taken.  

Options or alternative approaches should be explored where relevant and the advantages 
and disadvantages of the options canvassed.  

Resource implications and risks should be addressed in the following sections unless the 
subject of the memorandum concerns resource matters or risk. 

As this is the core section of the memorandum, it is the longest section. A maximum of 2-
3 pages is preferred. Additional details, if required, should be included in an attachment. 

Matter/Issue [Insert sub-heading for each issue/matter requiring consideration as 
required]   

4. [Continue numbered paragraphs as required] 
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It may be useful to end this section with a paragraph on the next steps (use a separate 
sub-heading) or concluding comments that synthesise the key points and create a clear 
link to the recommendations. 

BENEFITS [Delete if not required] 

Explain the benefits of the recommended course of action or the proposal. Consider 
whether there are any disbenefits or the risk of down-stream effects and how they will be 
addressed. 

5. [Continue numbered paragraphs as required] 
6.  
 
RESOURCE IMPLICATIONS [Delete if not required] 

Financial Implications [Delete if not required] 

Outline the financial implications of the proposal, issue or recommendation(s). Depending 
on the subject this could include overall budget implications (capital, operating and whole 
of life costing), whether a proposal is funded or funding is required, and the source of 
funding. 

Include summary financial tables as required. Detailed or extensive tables should be 
included as an attachment. 

This section should also include reference to consultation that occurred with the Director 
Finance or Chief Financial Officer and the outcome of that consultation.  

7. [Continue numbered paragraphs as required] 

Infrastructure implications [Delete if not required] 

Provide information on the implications of the proposal, issue or recommendation(s) for 
the university’s physical infrastructure (buildings, campuses or other physical assets) or 
information technology infrastructure whether fixed, mobile or software. Include 
information on any consultation with the Directors responsible for Infrastructure, Master 
Planning, Facilities or IT. 

8. [Continue numbered paragraphs as required] 
 

Human resource implications [Delete if not required] 

Provide information on any implications for the staff of the University and any consultation 
with senior officials such as members of the VCST or the Director Human Resources.   

9. [Continue numbered paragraphs as required] 
 

RISKS AND MITIGATION [Delete if not required] 

Provide information on the risks associated with the matter under consideration and how 
they are or will be addressed. This could include the risk associated with not taking the 
course of action recommended in the memorandum. 

Where relevant include reference to: 
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• a risk contained on the University’s Risk Register, including whether it alters the 
risk rating. 

• a risk register that may have been prepared to manage the identified risk. 
 

10. [Continue numbered paragraphs as required] 

 

ATTACHMENTS 

Include a list of the attachments, no more than 3 or 4, referred to in the memorandum. For 
example: 

Attachment 1: [Title of attachment] 

Attachment 2: [Title of attachment] 
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[Append Attachments here] 


	Guideline on the Preparation of Memoranda for                  Council Standing Committee and Council Meetings
	Purpose
	Scope
	Matters for consideration by Council and Council Standing Committees
	Implementation
	Document Details

