[Insert/ delete as appropriate]
CONFIDENTIAL TO MEMBERS AND ATTENDEES		XXX-XXXDDMMYY
([Report Classification])

	KEY ISSUES AND STATUS REPORT
____ COMMITTEE [DATE]

	The [Committee/ Group] fulfilled its role as defined within its terms of reference.  The reports received by the [Committee/ Group] and the status are set out below.  Minutes of the meeting are available.

	Issue	Comment by Author: Usually the title of item as it appeared on the Committee/Group’s meeting agenda/minutes.
	Status
	Committee Update	Comment by Author: A brief summary of what was presented to the Committee/Group and the flow of discussion that led to the outcome/actions/decisions.  Include any concerns or suggestions for next steps.
	Action/Recommendation 	Comment by Author: The Committee’s decisions/actions/recommendations – copied from the minutes.
	Timescale and lead	Comment by Author: Include the timescale and lead for actions. 

	
	GREEN / AMBER / RED
	
	ACTION: XXX
	

	
	
	
	DECISION: 	Comment by Author: Where there are no actions for an item only decisions, the two last columns can be merged. 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Items below this line were for receipt and/or approval, without discussion	Comment by Author: This mirrors the agenda, include any below the line items that may be of interest to the Committee you are reporting to.  Remember below the line items can include approvals for non-controversial items.

	
	
	
	
	

	The following reports were received and noted without discussion: [Report title 1]; [Report title 2] etc. 	Comment by Author: For brevity, items that were received for information below the line, not discussed, and for which there were no decisions, can be listed as the example.



	Status Key

	Rating
	Status

	GREEN 
	No gaps identified in plans to address major risks in relation to the item.  

	AMBER 
	There are gaps but we are confident appropriate plans are in place to address these.

	RED 
	There are significant gaps and we need to understand and agree the adequacy of action plans.
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