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Guidelines for preparing Assembly reports
The Assembly’s Secretariat is requested to use the guidelines below when preparing and drafting reports. The aim of these guidelines is to make the Assembly’s texts easier to read and more consistent, and to facilitate their electronic distribution. 
Two committee secretariats already have at their disposal a new “structured drafting” tool, allowing documents to be formatted automatically (style, paragraph numbering, headers, page numbering, tables of contents, etc.). 
	The title of the report 
	– should be short and to the point, in order to attract readers to the subject; 

– should serve as a “headline”;
– can only be changed before the adoption of the text(s).
* Titles should not exceed 15 words (100 characters with spaces).


	The summary 
	– should be concise and give a brief overview of the content of the report; 
– should set out the main ideas and thrust of the report and should not be a “cut-and-paste” of the draft adopted text or the explanatory memorandum. 
* The summary should be no longer than 2 or 3 paragraphs (200 words at most) (1 500 characters).


	Resolution or recommendation? 
	There is no obligation to prepare both a resolution and a recommendation for adoption: 

– a recommendation is needed when the message addresses the Committee of Ministers or when implementation is within governments’ competence;

– if the text targets member or other States, their authorities – including national parliaments – or other international organisations, NGOs, etc., it should be a resolution.



	Draft resolutions 
	These are divided into three parts: 
– a description of the formal/legal basis for the text, including references to previous texts on the subject, statute, rules, conventions, protocols, resolutions, declarations, etc. (there is no need to recall all the previous adopted texts);
– a statement of the Assembly's motivation (seriousness of a situation, importance of establishing standards, etc.) referring to the topicality of the subject (conclusions of a hearing, conference, event, etc.);
– the “operative” part of the text, which defines the action to be taken.

The three parts should be concise and drafted clearly and precisely. It is advisable to use direct phrases and to avoid superfluous information. As most of the preamble should appear in the explanatory memorandum, there is no need for excessive detail in the draft resolution. They should be kept as factual as possible, aiming to mention the Assembly in the operative part only. 
* The first two parts should take up about one third of the total length of the text, leaving the remaining two thirds for the operative part. The whole draft text should not exceed three pages (12 000 characters). 


	Draft recommendations 
	These follow the same model as above for draft resolutions. When the draft report also contains the latter, the draft recommendation does not repeat the elements of the draft resolution. 
* The first paragraph always contains a reference to the draft resolution (if there is one) and should not exceed one page (4 000 characters). 


	The explanatory memorandum
	This includes an introduction, a development and a conclusion. 

Before the introduction, a simplified Contents list, restricted to three levels of titles, presents the contents of the document. (Please note that once the document is transformed into XML format, a contents list is (re-)created automatically.)
– the introduction explains the theme of the report and, optionally, its structure. It is not a repetition of the summary!
– the development is divided into several parts, with a maximum of five levels of title;
– the conclusion should sum up the position of the rapporteur and list the main proposals made. It should not repeat the recommendations in the draft adopted text(s).
Sources and references of copied text should always be indicated (Take care when using cut/paste).

Footnotes should be numbered continuously. Care should be taken not to insert a disproportionate number of footnotes (maximum: 50). 

References to documents in footnotes should be explicit (quoting the title of the book or article, etc., its precise reference and the publishing entity): if documents are published on the Internet hyperlinks can be added but this is optional (internet addresses often have a short shelf-life). (See e-mail from Table Office of 5 July 2011 – “Hyperlinks”)
Consult the IT Unit for the resolution and size of the electronic file of any maps, diagrams, drawings or graphics to be included. 

It is not possible to include scanned texts. (A photocopied or scanned text is an image and as such cannot be indexed by search engines, so the information it contains is irretrievable in electronic format!) The source document should be obtained in Word format in order to retrieve its contents. For any OCR processing (optical character recognition), contact the IT Unit.

* The introduction and the conclusion should not exceed one page each. The explanatory memorandum should not exceed 15 pages (60 000 characters).



	Appendices 
	These are only justified if they represent an added value and allow a better understanding of the report. 

Programmes of visits or hearings, press releases, proceedings of conferences, questionnaires or other existing documents (Committee of Ministers, AS/Committee documents, etc.) should not be appended – a precise reference suffices. 

Appendices may contain text, diagrams or maps, but should on no account include images, i.e. no photos or scanned texts!




	Opinions
	They should simply present a committee’s opinion on the report of another committee, and do not necessarily have to be written. (Not to be confused with Assembly Opinions to the Committee of Ministers.)
It is not a question of drafting a second report on the same topic. They should therefore be brief and should not be undertaken until the main report is available. They may contain amendments to the draft text(s) contained in the main report.

* Opinions should not exceed 4 pages (16 000 characters).


	Dissenting opinions


	They should be expressed in the committee before the adoption of the draft text(s). They shall be included in the report, preferably in the body of the explanatory memorandum, but otherwise in an appendix or footnote. 
The text, drafted in one of the two official languages and no longer than 500 words, must be submitted by the committee member who expressed the dissenting opinion during the meeting, within 48 hours after the meeting. 

A dissenting opinion cannot be included in a committee opinion. 



Appendix – Example of a draft resolution 
Resolution 1963 (2013) – Violence against women in Europe
1. Violence against women affects one in four women in Europe. It is a widespread human rights violation as well as a major health problem. Regrettably, it is so embedded in society that most people fail to understand its extent, gravity and nature.
2. In March 2013, the 57th session of the United Nations Commission on the Status of Women (CSW57), entirely devoted to violence against women and girls, represented a turning point in the fight against this scourge: it gave visibility to the issue, resulting in the adoption of strong conclusions, and encouraged States all over the world to take stronger measures, also in the context of the “Say No – Unite to end violence against women and girls” initiative to end violence against women, launched by the Secretary-General of the United Nations. 
3. Thanks to the efforts of the Council of Europe and France, the CSW57 was also an opportunity to make the Council of Europe Convention on Preventing and Combating Violence against Women and Domestic Violence (CETS No. 210, “Istanbul Convention”) better known at global level. This convention has been rightly referred to as a “gold standard” because it is the most comprehensive international instrument specifically dealing with violence against women. 
4. The Parliamentary Assembly welcomes the positive response given by 25 Council of Europe member States to the “Say No - Unite to end violence against women and girls” initiative. It acknowledges that most member States are strengthening their legal and policy framework to tackle violence against women and hopes that, despite budgetary constraints due to the economic crisis, they will continue to consider this matter as a priority by allocating adequate resources to it.
5. The Assembly also welcomes the increasing support for the Istanbul Convention, which to date has been signed by 32 member States. Among them, Albania, Austria, Bosnia and Herzegovina, Italy, Montenegro, Portugal, Serbia and Turkey have already deposited the ratification instruments; Andorra, France and Spain are currently examining ratification.
6. In the light of this positive momentum, the Assembly believes that no effort should be spared to achieve the 10 ratifications that are necessary for the entry into force of the Istanbul Convention by the end of 2013. In this context, it recalls the crucial role played by parliamentarians, especially through the Parliamentary Network “Women Free from Violence”, in promoting the signature of the Istanbul Convention and ensuring a rapid and efficient ratification process. 
7. The Assembly therefore calls on Council of Europe member States to:
7.1. sign and/or ratify the Istanbul Convention without any further delay, if they have not yet done so;
7.2. refrain from making declarations and reservations to the Istanbul Convention or, in any case, not to renew them;
7.3. adhere to the “Say No – Unite to end violence against women and girls” initiative and implement their commitments within the promised deadlines.
8. In so far as its work is concerned, the Assembly should:
8.1. continue to promote the signature and ratification of the Istanbul Convention through activities targeting primarily parliamentarians;
8.2. step up activities aimed at raising awareness about violence against women among the general public, also in co-operation with the media sector;
8.3. organise activities to enhance the capacity of national parliaments to monitor the implementation of the Istanbul Convention at national level, once it enters into force;
8.4. expand the outreach capacity of the Parliamentary Network Women Free from Violence by creating a status of “Network friend”, which the parliamentary network will be able to award to members of the European Parliament and other members of parliament;
8.5. encourage its members to set up, in their national parliaments, informal groups or caucuses to end violence against women.
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