
 

Corporate logo 
should be 
centered. 
This box 
should be 4 cm 
wide 

The top and bottom margins of 
the page should be 1.5cm 

Text in the 
Agenda Item 
box should 
be indented 
on right by 
0.4cm and 
right 
justified.  
Box should 
be 3.75 cm 
wide 
 

All Small Caps text – title, committee 
name and date, from box etc.  All major 
words should be capitalised.  Other words 
e.g., the, for, of, and) should be lower case 
 

Meeting date 
should be on 
2nd line 

Blank lines 
should be 6pt 
between 
boxes and 
paragraphs 

Font should be 
Arial 11pt 
throughout 
cover 

Draft 
Resolutions 
should 
always be 
bold with a 
comma 
before ‘be 
noted’ or ‘be 
approved’ 
etc. 
multiple 
resolutions 
should be 
numbered 
with a 
semicolon 
after each 
one 

Side margins 
should be 1 
cm 

There should 
be no blank 
lines after 
the final line 
of text in any 
box 

Text in this 
box should 
line up with 
spaces and 
hanging 
indents. 

Bullets and 
numbers 
should be left 
justified 

Any box that 
has ‘Nil’ or 
‘N/A’ in it 
should be 
bulleted 

Further Info box 
should always include 
‘for further 
information’ on 2nd 
line 

Attachments 
box – text in 
italics.  If one 
attachment, 
use a bullet 
and change 
heading to 
‘Attachment’
. If multiple, 
they should 
be numbered 
with 
semicolons 
after each 
one e.g.:  
1. Attachment 1; 
2. Attachment 2; 

and 
3. Attachment 3. 

Single spacing 
should be 
used 
throughout 

The following applies to all sections: 
• Names of policies in italics (e.g., Academic Progression Policy) 
• Names of reports or specific documents in italics (e.g., Annual Report…) 
• Divisions must be capitalised and spelt out in the first instance (e.g., Division of Services and 

Resources). They can be typed as abbreviations from then on (e.g., DSR) 
• All abbreviations and acronyms must be spelt out in the first instance and then can be typed as 

abbreviations and acronyms from then on (e.g., Deputy Vice Chancellor, then DVC) 
• JCU can be referred to as “the University” 

Recommended 
Action: 
(underlined) 
insert here 
what the 
Council or 
Committee is 
being asked to 
do.  

‘From Box’ 
should have 
a hanging 
indent if 
more than 
one line and 
be justified 


