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Cabinet Summary Sheet

2cm margin on the 

left

Should be exactly 

the same as what is 

in the minute

Should be exactly 

the same as what is 

in the minute.

If the 

recommendation is 

too long, you can 

substitute with “That 

Cabinet approves 

the 

recommendations as 

outlined in the 

minute.” 

Relevant 

portfolio only

Has the relevant 

agency CFO and 

Treasury analyst 

verified this 

information?

The summary 

sheet must be 

one page!



Purpose and Background

What is the 

submission trying to 

achieve?

What relevant 

information do 

Ministers need to 

know in order to 

make a decision?



Financial, Policy, Urgency & Consultation Details

The financial implications 

box must be included in all 

submissions, even where 

the implications are $0. 

Your Treasury analyst and 

CFO should be able to 

help you complete the 

table appropriately

The financial 

information should 

be verified by the 

relevant CFO.

How does this proposal 

relate to broader 

government goals and 

policies, including 

election commitments, 

whole of government 

targets etc.

Are there any timelines 

or deadlines that 

Cabinet needs to be 

aware of? What are 

the risks if these 

timelines are not met?

This should be a 

concise summation of 

the consultation 

undertaken e.g. are 

stakeholders supportive 

of the proposal? If not 

why not? 



Impacts, Strategy & Recommendation

Consult with the 

Better Regulation 

Unit in Treasury.

Identify any 

potential impacts 

or risks 

particular to the 

regions.

Recommendations 

should clearly and 

concisely say what 

the submission is 

requesting Cabinet 

to do. i.e. approve, 

note, etc.

There should only 

be one action per 

recommendation.

Where there is more 

than one 

recommendation, 

number them (not 

dot points!). 



Consultation Summary

This should expand on the 

summation included in the 

submission.

Who are the relevant 

stakeholders?

Who has been consulted?

Have they been supportive of the 

proposal?

Why or why not?

If they are not supportive, what is 

being done to mitigate any 

potential conflict or risks?


