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TITLE/SUBJECT
(Presented by name of State or Organization)

[bookmark: _GoBack]

	
SUMMARY
Brief summary explaining the purpose, goal, methods used, etc. Should not be longer than 100 words.




1. INTRODUCTION

1.1 TEXT [introduction of the matter]

1.2 ….

2. DISCUSSION

	Include sub-headings as necessary

2.1 TEXT [brief discussion of the matter]

2.2 ….

3. CONCLUSION

3.1 TEXT [brief conclusion/s, recommendations, next steps]

3.2 ….



4. ACTION BY THE MEETING

4.1 TEXT [specific proposal for action]

4.2 TEXT [specific proposal for action]

4.3 ….


_ _ _ _ _ _ _ _ _ _ _ _ _ _


	Tips for preparing Working Papers:

	

	i. Working Papers are usually the main basis of the meeting discussion on the various items of the agenda.

	

	ii. Working Papers should be limited to discussion on one agenda item (or sub-item) and contain, as appropriate, introduction of the matter, brief discussion and conclusion/s with specific proposal/s for action.

	

	iii. The title should be succinct and easy to read and immediately give the meeting an idea of what the paper will be addressing.

	

	iv. All of the sections of the paper should be clear and easy to understand.

	

	v. The paper should provide the meeting with the pros and cons of the current situation, as well as the proposal/s for action. It should help the meeting see how the pros (of the proposal/s for action) outweigh any detriments.

	

	vi. The paper should not be longer than two pages, though it can be shorter. Do not include any information that is off topic, less important or not directly related to the proposal/s for action. Necessary supporting information may be included in appendixes.
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