	Cabinet paper final draft upload: Checklist for agencies                                                                                      

	Step
	Information Required

	1.
	Submission Type 
	Choose an item.
	2.
	Complete Submission information

	
	1. Title of paper
	Click here to enter text.
	
	1. Portfolio
	Click here to enter text.
	
	1. Owning Minister 
	Click here to enter text.
	
	1. Minister’s office contact
	Click here to enter text.
	
	1. Agency
	Click here to enter text.
	
	1. Agency contact
	Click here to enter text.
	
	Repeat steps b-f if a joint paper with another Minister’s portfolio, or if two agencies (even if same portfolio) have jointly drafted the paper (insert rows above as required).
Otherwise move to step 2g.

	
	1. Security classification of paper
	Choose an item.
	
	1. Endorsement
	Choose an item.
	3.

	Indicate intended meeting

	
	Meeting type
	Choose an item.
	
	Intended meeting date
	Click here to enter a date.
	4. 

	Complete Agency consultation information
It is important that the correct information is provided for consulted and informed agencies, including the relevant portfolio, as this information will trigger access in CabNet at the appropriate stage.

	
	1. Consulted agencies, including portfolio (refer to attached schedule)
	Click here to enter text.
	
	1. [bookmark: _GoBack]Informed agencies, including portfolio (refer to attached schedule)
	Click here to enter text.
	
	1. Other consulted groups
	Click here to enter text.
	
	1. Nominations sought (appointments only) 
	Click here to enter text.
	5. 

	Attach final draft paper    Electronic copy of paper (Word or PowerPoint 2003 onwards, not pdf). Please ensure the document is saved with a file name that reflects the title of the paper.

	6.
	Attach attachment/s
If there are multiple documents, attach them in the order they should be presented in the final paper (Word or PowerPoint 2003 onwards, or saved PDF (not scanned) if the source file format is not Word or PowerPoint). Attach the most up-to-date version of draft legislation. For an Appointment paper: Organisation form and the Candidate CV form/s must be attached. 

	
	1. Security classification of attachment
	Choose an item.
	
	1. Endorsement of attachment
	Choose an item.
	
	Repeat steps m-n if there are multiple attachments then make sure it is clear which set of classification/endorsement applies to which attachment. Insert rows immediately below as required.




Note:  this checklist is intended to inform the correct lodgement of Cabinet papers by outlining the information required when a Final Draft paper is submitted into CabNet.  It is intended for optional internal agency use. The checklist should not be uploaded into CabNet.
