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Submission Paper Format
Additional Funding for ministry initiatives
Purpose:
Explain in no more than four lines what the paper is about and what it is endeavouring to achieve. The paragraph should be clear and concise and should state whether the paper is seeking approval for a proposal or is being submitted for information or feedback.

Background:
Outline in no more than fifteen lines the background to what is being proposed to the Assembly/Commission, providing the information necessary for someone who does not have background knowledge of the specific matter to understand the proposal.  If it is not possible to explain the background to a proposal in the space of fifteen lines include an attachment and provide further details.

Detail the alternative options that were considered, including the consequences of not proceeding, and explain why the preferred option was chosen.

Summarise any previous Assembly/Commission consideration of the specific proposal.  
Issues:

Ministry Implications
Explain in no more than fifteen lines the outcomes that you are seeking to achieve, including the benefits to the Church arising from the proposal and how it will directly benefit those you serve.  If the implications of the proposal are complex include an attachment to provide further details.

Financial Implications
Explain in no more than twelve lines the financial implications of the proposal.  This should take the form of an executive summary approach. If the financial implications are complex include an attachment and provide further details.

This section should include comments on the proposed timing of the expenditure, how long the funds will last and any other cash flow implications. If a detailed business case has been prepared, it should be attached and the major points should be summarised here.

Management Responsibility
Identify the person(s) who will have responsibility for the proposal and/or the person(s) who will deal with the matter on a day-to-day basis.

Recommendation:
Outline the recommendation in no more than six lines. Do not repeat the statements made in the sections above.
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