Girton Parish Council
Template 0 — Summary & Checklist (Authoring Guide)
Make every paper clear, necessary, funded, safe and aligned

INTRODUCTION
Why GPC has introduced this process

Girton Parish Council (GPC) uses a single, structured process so that every decision is: consistent,
transparent, risk-aware, auditable, and anchored to the Single Source of Truth (SSOT). It protects
scarce capacity, reduces last-minute drafting, and ensures that Information Technology (IT) and Data /
Assertion 10 risks are considered on every item. Acronyms appear as Full Name (Acronym)
throughout.

Glossary of GPC Templates
Know the purpose of each template at a glance

AUTHOR / COUNCILLOR-FACING TEMPLATES

e Template 0 — Summary & Checklist (this document): Completed by the Clerk/Staff team for
every item before papers are finalised; drives the correct use of all other templates.

e Template 1 — Business Case (BC): The only case document. All sections must be completed
(write briefly for simple items; add detail when scale, cost or risk requires).

e Template 2— Corporate Risk Assessment (CRA): In-depth risk analysis (Safety; Financial;
Delivery/Capacity; Legal & Compliance; Reputational; Environmental; IT & Data / Assertion 10).

o Template 3— Terms of Reference (ToR): Scope and authority for Committees & Working
Groups.

e Template 4 — Change Control Form (CCF): Records agreed post-approval changes (scope,
budget, timeline, deliverables).

o Template 5 — Benefits Realisation Log (BRL): Tracks delivery of outcomes after approval.
o Template 6 — Charter Template (Charter): Establishes a new strategic initiative (where

applicable).

e Template 7— Memorandum of Understanding (MoU): Partnership arrangements (where
applicable).

o Template 8 — RASCI Matrix (RASCI): Role clarity where multiple owners exist (where
applicable).

REGISTERS (STAFF-MAINTAINED)
e RO01— Knowledge Library Index (KLI): A global evidence register of SSOT references and
sources across all projects (not per-project copies).
e R02 — Portfolio Register: A programme-level register tracking all active projects and their
status.



PART A — CHECKLIST
Use this to assemble the right pack, in the right order
0) Quick Decision Path
I Template 0 — Summary & Checklist
Clerk/Staff complete for every item. Drives which documents are required.

[ Template 1 — Business Case (BC)

Use for every decision. Complete all sections. Keep answers concise for simple items; expand only
if complexity, cost or risk requires.

[d Template 2 — Corporate Risk Assessment (CRA)

Required when non-trivial risk exists (Safety; Financial; Delivery/Capacity; Legal & Compliance;
Reputational; Environmental; IT & Data / Assertion 10).

L Template 3 — Terms of Reference (ToR)
Required if a Committee or Working Group will deliver or oversee work.

O Template 4 — Change Control Form (CCF)
Required when approved scope, cost, timing or outputs change.

I Template 5 — Benefits Realisation Log (BRL)
Start at approval for projects where outcomes are to be tracked.

[ Template 6 — Charter (if required)
L Template 7— MoU (if required)
TO emplate 8 — RASCI (if required)

Registers the Clerk/Staff maintain (not completed by councillors)
1 RO1 — Knowledge Library Index (KLI)
Log all SSOT evidence and references.

[0 R0O2 — Portfolio Register
Add or update the project entry and status.



1) Template Status Tracking

[1TO0 Summary & Checklist — [1 Drafted [1 Reviewed 1 Approved

[1TO01 Business Case (BC) — [1 Drafted [] Reviewed [ ] Approved

[1T02 Corporate Risk Assessment (CRA) — 1 N/A [] Drafted (1 Reviewed [] Approved

[1T03 Terms of Reference (ToR) — [1 N/A (] Drafted [] Reviewed [] Approved

[1T04 Change Control Form (CCF) — [ N/A [ Drafted [J Reviewed [1 Approved

[1TO5 Benefits Realisation Log (BRL) — 1 N/A [ Initiated [J In-progress [1 Closed

[1T06 Charter — [1 N/A [ Drafted [1 Reviewed [1 Approved

[01T07 MoU — [ N/A [ Drafted 1 Reviewed 1 Approved

[1T08 RASCI —[1 N/A [ Drafted [1 Reviewed [1 Approved

2) Register Status Tracking

1 R01 KLI — [0 Updated

1 R02 Portfolio Register — [1 Updated

3) Mandatory Golden Thread Checks

Ensure decisions are clear, justified, affordable, safe and aligned
(1 What is being requested?

L1Why now (Need/Evidence)?

[1Cost & funding line (Capital/Revenue)

1 Risks (incl. IT & Data / Assertion 10)

1 Dependencies (partners, seasons, officers, committees)

1 Recommendation (clear, actionable)

1 Version control & SSOT link

1 Evidence logged in Knowledge Library Index (KLI)



PART B — GUIDELINES (for the councillor-facing Business Case)

All sections of the Business Case (BC) are completed for every item; write briefly for simple
items

Section 1 — Overview & Need
¢ Request—the approval sought.
e Why now (Need/Evidence) — problem/opportunity/statutory driver; link SSOT evidence.
e Cost/Resourcing — Capital/Revenue; budget line; officer/contractor time.

¢ Risks (summary) — Safety; Financial; Delivery/Capacity; Legal & Compliance; Reputational;
Environmental; IT & Data / Assertion 10.

e Dependencies — partners, seasons, committees, statutory deadlines, access constraints.
¢ Recommendation — clear, succinct, decision-ready.

Section 2 — Options
e Option 1: Do Nothing — consequences.
¢ Option 2: Proposed Option — benefits & risks.
e Option 3+: any viable alternatives considered.

Section 3— Community Considerations

Residents affected; engagement to date; communications plan; Care Together / Grow Together
alignment.

Section 4 — Alighment (Golden Thread)

Links to: G1-G5 Gateway; strategic aims; SSOT evidence; continuous improvement;
transparency expectations.

Version Control & SSOT

Include: version, date, author, SharePoint SSOT path; ensure evidence captured in Knowledge Library
Index (KLI).



PART C — File Naming Convention
Clear, sortable, audit-friendly

GPC - T0O0O SummaryChecklist - ShortTitle - YYYY-MM-DD - vX.Y
GPC-TO01 BC - ShortTitle - YYYY-MM-DD - vXY

Examples:
e GPC -T00 SummaryChecklist - Pavilion Refurb - 2026-02-11 - v0.4.docx
e GPC-T01BC - Pavilion Refurb - 2026-03-04 - v1.0.docx

PART D — Document Register
A single view across the governance pack

Suggested SharePoint columns:
Template # | Document Type | Short Title | Owner | Version | Date | Status | SSOT Link | Agenda
Item | Notes

PART E — Accessibility & Layout Notes

Keep it simple and readable
 Screen-reader friendly; no layout tables.
e Plain English.
e Consistent headings and sequencing.

e Save everything to the Single Source of Truth (SSOT) and update the Knowledge Library
Index (KLI).



