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-  TEMPLATE FOR PREMIER’S CIRCULARS  -

Premier’s Circular [Arial 18; Italics]

Number:
20XX/XX

Issue Date:
XX/XX/20XX

Review Date:
30/06/2021
[All text below, including headings, to be Arial 12; headings bold]

TITLE

[Title of Circular to be upper case; not bold]

POLICY

[A brief statement of the relevant policy, including a brief description of what is expected of agencies, and/or the impact on them]

BACKGROUND

[Information that provides context for the above Policy statement.

The Circular should be as brief as possible, and should not exceed two pages in length.

Sub-headings may be used where appropriate.  (First letter upper case; remainder lower case; all bold.)

In cases where additional information is necessary, this should be provided in the form of an attachment to the Circular. Use of attachments should be kept to a minimum, and attachments should not exceed two pages in length.]
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