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[Choose from one of the Provisional Agenda items]
Agenda Item 1:	Organizational matters

Agenda Item 2:	Review outcomes of related meetings

Agenda Item 3:	Collaboration between MET and ATM stakeholders

Agenda Item 4:	SIGMET coordination

Agenda Item 5:	Future work program and terms of reference

Agenda Item 6:	Any other business	

Agenda Item 7:	Next Meeting 
[Note: Working Papers are usually the main basis of the meeting discussion on the various agenda items. Please ensure the paper is relevant to the chosen agenda item and limit the scope to one agenda item.]

Agenda Item x: [choose from the provisional agenda items] 


TITLE IN CAPITALS

(Presented by name of State or Organisation)


	
SUMMARY
Brief summary explaining the proposed action for the meeting, including the purpose, goal, methods used, etc. Should not be longer than 100 words.




1. INTRODUCTION

1.1 TEXT [introduction of the matter]

1.2 Cont…

2. DISCUSSION

	Include sub-headings as necessary

2.1 TEXT [brief discussion of the matter, including conclusion/s, recommendations, next steps, etc.]

2.2 Cont…

3. ACTION BY THE MEETING

3.1 The meeting is invited to: 

a) note the information contained in this paper; and

b) TEXT [specific proposal/s for action]; and

c) Cont…
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Tips for preparing Working Papers:

	

	i. Scope:
a. Working Papers are usually the main basis of the meeting discussion on the various agenda items. 
b. Limit the scope of the working paper to one agenda item (or sub-item).

	

	ii. Title:
a. Ensure the title is concise, easy to read, and immediately gives the reader an idea of what the paper will present.

	

	iii. Content:
a. Ensure all sections of the paper are clear and easy to understand, including a brief Introduction, Discussion (including conclusions/recommendations/next steps) and Action by the meeting (including specific proposals for action).

	

	iv. Length:
a. Ensure the main body of the paper is as brief as possible and preferably not longer than two pages (excluding appendices).
b. Do not include off-topic or less-important information not directly related to the proposals for action.
c. Do include necessary supporting information as appendices.

	

	v. Before submitting:
a. Ensure the paper provides the meeting with the pros and cons of the current situation and the proposals for action and helps the meeting see how the pros of the proposals for action outweigh any detriments.
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APPENDIX [A]

[Necessary supporting information]
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