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TENDRING DISTRICT COUNCIL – CABINET/COMMITTEE PART A REPORT 
TEMPLATE GUIDANCE 
 
This is a Part A report template to be used for public reports. Where an item includes 
information not to be published, use Part A for the elements that can be published 
and Part B for those elements that cannot. Separate guidance has been produced 
for Part B reports and for reports to Overview and Scrutiny Committees (OSCs).   
 
This guidance has been devised to assist report authors, as they prepare reports, to 
include all relevant information in them.  It should also be used by those reviewing 
draft reports to confirm that all relevant data has been included. 
 
It has been produced, as individual section headings in the template report cannot, 
by their nature, fully cover what is anticipated to be included in that section. 
 
The guidance is also repeated as comments in the actual template for the individual 
sections if that is easier to work, with as you complete a report using a template.   
 
General  
 
FOR ALL REPORTS - Do not change section titles or alter text from the 
templates.  Plus, keep the report succinct and to the point. Include only 
information which is relevant to the decision being recommended. 
 
• Reports to Cabinet – complete all three Parts in accordance with the template 

and guidance. 
• Reports to Portfolio Holders – complete Parts 1 and 2 for all such reports. 

Complete Part 3 if you consider it appropriate given the subject matter of the 
report and the significance of the decision. 

• Reports to Management Team – as for Portfolio Holder reports above. 
 
• Font and Pitch:   Arial, pitch 12.  
• Margins:  Must be 1.5cm at sides, 2cm at top and bottom.  
• Maps:  must include the Ordnance Survey copyright, Council licence no. 

(LA079707), the north point and the site referred to in the report should be clearly 
outlined. 

• Abbreviations:  where used in a report, e.g. LGA, the first reference in the report 
should be reproduced in full the abbreviations following in brackets. 

• Automatic page numbering: Please do not use it. 
• Consider accessibility requirements: If using colour, ensure they contrast 

enough (but avoid just red/green); any images must have alt text added to them; 
use plain English and avoid jargon; tables should have alt text, and repeat header 
rows on each page. (For a good introduction to accessibility visit SCULPT - 
Shaping documents and content for everyday accessible and inclusive practice).  
To add alt text to your tables, Right-click the table, select Table Properties, then 

https://www.worcestershire.gov.uk/sculpt
https://www.worcestershire.gov.uk/sculpt
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select the Alt Text tab and enter the summary information for the table in the 
Description field. 

 
Remember to delete all comments before submitting the completed report. You can 
remove all comments from the template by going to the ‘Review’ Tab in Word, and in 
the “Comments” section of that Toolbar, select the down arrow below “Delete” and 
choose “Delete All Comments in Document”. 
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Initial part of the report  
 
Insert Date of Meeting - use the full day, month and year written format (e.g. 17 
September 2021). 
 
Insert the Job/Office Title of the person who is responsible for the report.  This could 
be, for instance, the Leader/relevant Portfolio Holder or Monitoring Officer etc. 
 
Insert the title of the report.  This should be informative of the subject of the report. 
 
Part 1 – Key Information 
 
Purpose of the Report Section 
 
This section of the report sets out why the report is required.  Explain the decision 
being sought. Should be brief (one or two sentences). This text will be used on the 
Meeting’s Agenda Sheet and so should provide a sufficient introduction to the 
decision being sought. 
 
Executive Summary Section 
 
Use this section to provide a summary of the issue and proposal.  Set out key points 
which the decision maker needs to know in order to make an informed decision; 
including outcomes the decision is intended to deliver. 
 
Note - The reader of the report should be able to reach an initial view on the 
proposals set out in the recommendation(s). 
 
Recommendation(s) 
 
Set out the recommendation(s) here.  Be very clear what you are asking the decision 
maker to agree.  Consider whether the decision maker can make the decision 
proposed.  Check the Constitution to be clear who can take what decision.  If the 
wrong person/body agrees a recommendation and makes a decision that is not in 
their authority to make it will be null and void.  
 
For multi-part recommendations (as above), please ensure that recommendation (a) 
starts with a capital (and ends in a semi-colon) and then (b), (c) etc. with a lower-
case letter and a semi-colon at the end then a single full stop at the end of the last 
recommendation. 
 
Ensure that any recommended delegations to Portfolio Holders and/or Officers are 
clearly set out in the recommendations.  Advice on these can always be sought from 
the Monitoring Officer (or colleagues in Democratic Services) and/or the Section 151 
Officer.   This will extend to approving any necessary documentation to then 
implement the decision. 
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If there are further decisions to be made to implement the recommendations in the 
report then make sure these are covered.  Think about regular consultation with 
Portfolio Holder/Corporate Director. 
 
Alternative options considered  
 
Include here information on alternatives considered and the reasons these were not 
pursued.  Please don’t be flippant! This section is a legal requirement.   
 
 Part 2 – Implications of the Decision 
 
Delivering Priorities 
 
Identify which of the Corporate Plan Priority Themes the proposed decision will 
contribute to. 
 
And whether it contributes to the delivery of the Cabinet’s Key Priority Actions for 
that year. 
 
And also, any existing adopted Strategy/Plan that is relevant. 
 
Outcome of consultation and engagement section 
 
In this section: 
Mention relevant internal officer consultation as well as wider/external consultation 
on the subject and on the report content. Include any relevant elements of the 
proposals that came out of the consultation or if you are going against the outcome. 
Particularly where there are inter-dependencies, set out that you have consulted with 
the relevant internal departments? 
 
NOTE: In many cases it is a Council Constitutional requirement to consult the 
relevant Ward Councillor(s).  So mention which Ward Councillors(s) were consulted, 
when and whether they raised any issues. 
 
Also use this section to record any intended consultation and how the outcomes will 
inform delivery (e.g. further report to Cabinet).  
 
NOTE: In accordance with Article 7.08(3) of the Constitution, all reports to Cabinet 
on proposals relating to the budget and policy framework MUST contain details of 
the nature and extent of consultation with [...] [the] relevant Overview and Scrutiny 
Committee [OSC], and other stakeholders and the outcome of that consultation.  So 
mention which OSC was consulted (and any other stakeholders) and the outcome of 
that consultation where the report concerns proposals relating to the Budget and 
Policy Framework.   
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In addition, use this section to set out how the decision arising from the report will be 
communicated to the public/stakeholders. 
 
Legal Requirements  
 
The initial part of this section asks you to identify whether the recommendation a Key 
Decision.  The criteria for a Key decision is shown (as follows here) 
 
⧠ Significant effect on two or more wards 
⧠ Involves £100,000 expenditure/income 
⧠ Is otherwise significant for the service budget 
 
If it is a Key decision, identify which of the above criteria applies. 
 
Public Notice of Key decisions must have been included in the Council’s Notice of 
Forthcoming Decisions for at least 28 days prior to the meeting date; unless the 
urgency provisions within the Council’s Constitution are being invoked.  If the 
recommendation is a Key Decision you are asked to include the date in the report 
the proposal was published in the Notice of Forthcoming Decisions i.e. published to 
the Council’s website and therefore into the public domain. 
 
For the remainder of this section of the report, set out the legal authority that 
underpins the proposed decision. 
- Do not use ‘this decision comes within the Council’s discretionary powers’. 
- Set out the appropriate Delegated Power reference from the Council’s 

Constitution. Advice on these can always be sought from the Monitoring Officer 
and/or the Section 151 Officer (or colleagues in Democratic Services). 

- Set out what statutory provisions/legislation you are relying on? State whether 
this is a power or a duty on this Council. 

- Is there any specific guidance which must be followed by the Council? State 
whether it is statutory guidance or not. Is the proposal following the guidance or 
not? Include a link to the document if possible. 

- Reference any specific criterion which must be met?  
- Is there relevant case law for the proposal?  If so, mention this. 
-  Where relevant, explain the legal implications of what is proposed (for example 

is a legal agreement required, such as contract, service level agreement or 
funding agreement?).   

 
For reports concerning property matters, set out whether the Property Dealing 
Procedure applies.  If so, reference the requirements of the procedure. 
 
Consider whether you wish to use the incidental powers under Section 111 of the 
LGA 1972 – if so, seek advice from the Legal Team.  In these cases, use this section 
to mention the use of those powers. 
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The content of this section must be submitted to and authorised by the Monitoring 
Officer of the Council.   
 
Finance and other Resource Implications Section 
 
The content of this section must be submitted to and authorised by Section 151 
Officer of the Council.   
 
Explain the implications for the Council’s resources –  
(a) Finance/budget, - Include the text “There are no implications of the proposal” 
where this is the case or set out what the implications are.  
(b) property,  
(c) people,  
(d) natural resources.  
 
Specifically explain the financial implications and how the proposal will be funded 
(from which budget?)  
 
Consider how the proposals relate to the Capital Investment Strategy and reference 
the relationship. 
 
Make sure you refer to both set up costs and on-going revenue and capital (short 
and long term) implications, as appropriate. 
 
Have you considered the non-financial resources required to deliver the proposed 
action within the anticipated timescales?  Make sure these non-financial resources 
are referenced here. 
 
Where necessary complete and attach the Council’s Project Scoping Document (if 
determined as a project) – which will cover this information. If you are not attaching it 
as an appendix to the report, it should be listed as a background paper (see rules on 
this below). 
 
Use of Resources and Value for Money Section 
 
External Audit expect the following matters to be demonstrated in the Council’s 
decision making: 
 
A)    Financial sustainability: how the body plans and manages its resources to 
ensure it can continue to deliver its services;  
B)    Governance: how the body ensures that it makes informed decisions and 
properly manages its risks, including; and   
C)    Improving economy, efficiency and effectiveness: how the body uses 
information about its costs and   performance to improve the way it manages and 
delivers its services.   
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As such, set out in this section the relevant facts for the proposal set out in this 
report. 
 
Milestones and Delivery Section 
 
Include relevant information for delivery of the decision such as: 
- Timescales and critical timelines; 
- Method of delivery (internal/external/partnership?); 
- Key milestones & outcomes; 
- Capacity and skills to deliver the decision. 
 
Associated Risks and Mitigation Section 
 
Set out an appropriate assessment of the risks involved in the proposed decision 
and the steps proposed to mitigate them to allow opportunities to be realised or to 
reduce any threat.   
 
Set out in this section:- 
 
• The key risks relating to the proposed decision in respect of financial, service 
delivery, safety and reputation of the Council; 
 
• The probability the risk will occur; 
 
• The severity of the impact if the risk was realised; and 
 
• The mitigations to reduce the risk. 
 
Further guidance is set out in the Council’s Risk Management Framework.  
 
If you refer to a separate document and it’s not attached as an appendix it should be 
listed as a background paper (see rules on this below). 
 
Equality Implications Section 
 
Use this section to set out that an equalities risk assessment based on the Public 
Sector Equality Duty, has been undertaken and how the conclusions of the 
assessment impacted on the proposal in the report. See standard wording below. 
 
In line with the Public Sector Equality Duty, public bodies such as the Council must, 
in the exercise of their functions, give due regard to the need to eliminate 
discrimination, harassment, victimisation, to advance equality of opportunity and 
foster good relations between those who share a protected characteristic and those 
who do not. 
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The protected characteristics are age, disability, gender reassignment, marriage and 
civil partnership, pregnancy and maternity, race religion or belief, sex, sexual 
orientation.   
 
The Council’s Equality Impact Assessment Form is available in TED. 
 
Include in this section either of the alternative standard wordings as apply: 
 
• Having undertaken an equalities impact assessment, the conclusion is that the 
proposal does impact on the protected characteristics. 
• Having undertaken an equalities impact assessment, the conclusion is that the 
proposal does impact on the protected characteristics in the following ways and are 
addressed as set out. [Include the detail] 
 
The equality impact assessment form, if you are not attaching it as an appendix to 
the report, should be listed as a background paper (see rules on this below). 
 
Social Value Considerations Section 
 
Social Value is defined through the Public Services (Social Value) Act 2012 and 
requires all public sector organisations (and their suppliers) to look beyond the 
financial cost of a contract and consider how the services they commission and 
procure might improve the economic, social and environmental well-being of an 
area. 
 
In the section, set out how the proposals: 
 
• Promote Skills and Employment: To promote growth and development 

opportunities for all within a community and ensure that they have access to 
opportunities to develop new skills and gain meaningful employment.  

• Supports the Growth of Responsible Local Businesses: To provide local businesses 
with the skills to compete and the opportunity to work as part of public sector and 
big business supply chains.  

• Creates Healthier, Safer and More Resilient Communities: To build stronger and 
deeper relationships with the voluntary and social enterprise sectors whilst 
continuing to engage and empower citizens.  

• Protects and Improves our Environment: To ensure the places where people live 
and work are cleaner and greener, to promote sustainable procurement and secure 
the long-term future of our planet.  

• Promotes Social Innovation: To promote new ideas and find innovative solutions to 
old issues. 

 
Implications related to Devolution and/or Local Government Reorganisation 
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In this section, include reference to the impact(s) the proposal will have on the 
Council and/or the District insofar as they relate to the implementation of Devolution 
and/or local government reorganisation in Greater Essex. 
 
Implications For The Council’s Aim To Be Net Zero By 2050 Section 
 
In this section, include reference to the impact the proposal will have on the 
Council’s aim for its activities to be carbon neutral by 2030 including the actions, 
policies and milestones in its Climate Change Action Plan (part of the Council’s 
formal Policy Framework).   This section should also outline the impact of the 
proposal on the Council’s community leadership actions influencing and encouraging 
partners, businesses, community groups and individuals across Tendring to join the 
Council in striving to achieve carbon neutrality for the District as a whole. 
 
Other Relevant Considerations or Implications Section 
 
Set out what consideration has been given to the implications of the proposed 
decision in respect of the following and any significant issues are then set out below. 
 
Crime and Disorder 
Health Inequalities 
Subsidy Control – where the report proposes financial awards (such as grants or 
procurement exemptions) to businesses and other organisations the report will need 
to identify here how the requirements of the Subsidy Control Act 2022 and the 
related Statutory Guidance have been considered and include the assessment of the 
proposals against those requirements.    
Area or Ward affected 
 
Part 3 – Supporting Information 
 
Background Section 
 
THERE IS NO NEED TO REPEAT INFORMATION FROM THE EXECUTIVE 
SUMMARY OR OTHER SECTIONS ABOVE. 
 
Use this section for Cabinet Reports (and where necessary for Portfolio Holder/MT 
reports) to provide the context for the proposed decision (that do not easily fall in one 
of the earlier sections) such as: 
- Why the report has been written – where did it originate? 
- What are the issues to be addressed? 
 
Explain the circumstances which now make a decision necessary.  Please provide 
the up to date information which enables the decision to be made. 
 
Previous Relevant Decisions Section 
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State any previous relevant discussions and/or decisions, giving date and minute 
number and any consequential action taken. 
 
Background Papers And Published Reference Material Section 
 
List the background papers (unpublished documents) relating to the subject matter of 
the report which in the report author’s opinion: 
 
(a) disclose any facts or matters on which the report or an important part of the report 

is based; and 
(b)which have been relied on to a material extent in preparing the report (unless 
permission is obtained) or those which disclose exempt or confidential information. 

 
Please note that background papers should be made available on the Council’s 
website for viewing therefore, these should be provided to Committee Services.    
 
Refer to sections about Project Scoping Documents, Equality Impact Assessments 
and Risk assessment documents if you are not attaching them. 
 
State if there are none.  
 
In addition to background papers as defined above, if you have relied on published 
material then include reference to it here as ‘other published reference material’ and 
provide the links to it. 
 
Appendices Section 
 
In this section, list any appendices, in the order they are referred to within the Report 
– using the following format: 
 
Appendix A – name/title of document 
Appendix B – name/title of document 
 
State if there are none. 
 
Make sure they match the actual titles on the Appendices; and 
Mark the Appendices in the top right-hand corner as Appendix A, B etc. 
 
Report Contact Officer(s) Section 
 
Include here the Name, Job Title and Email/Telephone details of the person(s) who 
wrote the report and who can answer questions on the content. 
 


