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[Name of Board/Committee]
Annual Report [year]
1. Introduction 
1.1. The purpose of this report is to provide the [Board/responsible committee] with a summary of the work of the [committee name] (the “committee”) for the year [year] and, in doing so, comply with the committee’s Terms of Reference. 
1.2. [Any other relevant background regarding the committee] 
2. Terms of reference 
2.1. During the year, the committee has worked to terms of reference approved by the [responsible committee] on [date]. 
2.2. Meetings and membership 
The committee met on X occasions during [year] and the membership and attendance has been as follows:
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2.3. Minutes of each of the meetings have been formally presented to a subsequent meeting of [responsible committee], with the committee chair drawing any key issues for the attention of the Board. 
2.4. Sub-committees 
2.4.1. The committee has formally received the minutes of each of the committees which report to it and approved the terms of reference of those committees where appropriate. 
2.5. [Any other relevant information regarding the sub-committee structure, changes to structure etc.] 
2.6. Delegated authority 
2.6.1. The committee has authority to…… 
2.7. [Any other relevant information regarding delegated authority] 
3. Work plan 
3.1. [Information regarding the work plan of the committee, and work undertaken during the year] 
4. Controls and Assurance
4.1. The following are the key controls on which the Committee relies for its assurance, and the level of assurance available that these controls are working effectively:
5. Committee effectiveness 
5.1. [Information regarding the committee self-assessment results, areas identified for development or improvement, committee training required.] 
6. Conclusions and Recommendations 
6.1. ……
APPENDIX – Committee TOR and Committee Structure 
[A graphic representation of where the committee sits within the governance structure should be shown as an appendix to the report.]
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