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Your subtitle, explaining the theme and content of the document

Your document title 

Heading
[bookmark: _Toc341106690]This this is a title
This is a subtitle
[bookmark: _Toc341106692]This is body copy, used for the main content. 
This is sub copy and should only be used for captions and technical information.

You can set all these styles by using the Quick Styles panel above. 
Use this panel to format your text - this makes sure your fonts and colours are on brand.
The Quick Styles panel can be found under ‘Home’ and looks like this:
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Tables and charts
Tables and charts will generate using our brand colours – choose the layout that’s right for you and Word will do the rest.
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Executive Paper

	Report to
	[name of Executive Meeting]	

	Report Originator
	[Title]

	Executive sponsor
	[Title]

	Date
	[Month Year]

	Subject
	[subject of paper]



Issue
This should set out the issue which the paper addresses. That which is at issue could be a problem, an opportunity or just an update.

Recommendation
Choose from one of the following:
· That the Executive approve X.
· If options are given, that the Executive approves one particular option.  If you feel unable to recommend one option, recommend the Board chooses between options.
· That the Executive notes the report.

Background
This should set out relevant background to enable the Executive to make an informed decision on the recommendation you are making.  
It should be as concise as possible, but as long as necessary.  
Use Annexes to set out complex data/information which would interrupt the flow of the Background. 
You should say how this issue fits with any of the Charity’s strategic objectives.
It should give in outline the background work done so far.
If you are setting out options you need to establish a case for the recommended option and why none of the others are being recommended.

Next Steps
Where necessary this should set out the proposed next steps.  
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