IMPACT ASSESSMENT TEMPLATE:  SOME POINTERS FOR USING THE FORMS VERSION
1. This short guidance provides some advice on the features of the forms version of the new Impact Assessment template.  

2. The forms version is a Microsoft word template (i.e. a .dot file as opposed to a .doc file).  Clicking on the IA template form opens up a document in Microsoft word that allows you to:

a. Automatically include the appropriate text for the Ministerial declaration depending on which stage the IA has reached

i. See here for more information on the Ministerial declaration

ii. See here for information on the possible stages for producing an Impact Assessment 

b. Fill in the fields on the Summary: Intervention & Options and Summary: Analysis & Evidence pages

i. See the Impact Assessment guidance for what should be included in the Summary: Intervention & Options page
ii. See the Impact Assessment guidance for what should be included in the Summary: Analysis & Evidence page

c. Automatically add or delete additional Summary: Analysis & Evidence pages
i. There should be a Summary: Analysis & Evidence page for each option included in the Impact Assessment.
d. Complete an Evidence Base 
i. The Evidence Base sets out the data and calculations supporting the summary pages.  The Evidence Base should cover all of the policy options under consideration.  
e. Complete the Specific Impact tests checklist 
f. Add annexes on specific impact test if necessary.  
3. Opening the Forms version of the template

a. Impact Assessments (IA) documents are available on the BRE website in mutiple formats both interactive and non–interactive forms. 
i. BRE website: 
http://bre.berr.gov.uk/regulation/ria/
b. The interactive form of the IA template requires users to allow macros to work in order to utilise the full functionality of the interactive document on their own systems.
i. To download this document correctly right click your browser and ‘choose save target as’, saving the document to your local system before opening
c. Your Better Regulation unit or departmental intranet may also have a version of this form.  
4. Some general points to note on the Forms version of the IA template and the Summary: Intervention & Options page
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5. Ministerial declaration







6. Adding or deleting Summary: Analysis & Evidence pages
a. You should add Summary: Analysis & Evidence pages for each option under consideration 







7. Adding or deleting Summary: Analysis & Evidence pages (continued)





8. Evidence base





9. Evidence Base (continued)




10. Specific Impacts Checklist





11. Annexes


The IA Guidance asks for short summaries here – around 80 words. 





While there is sufficient space for this but care should be taken to ensure text does not disappear (“reflow”) – see the technical note on the next page for an example 





It can be useful to turn on the Show/Hide button to display non-printing characters – this will simplify entering text into fields on the form





The stages of an IA could include: 


   Development stage; 


   Options stage;


   Consultation stage;


   Final Proposal stage;


   Implementation stage;


   Review stage;








A TECHNICAL NOTE:  An example of reflow is provided in the top box illustrated below.  Because too many carriage returns have been used in the first box, the text entered into may become hidden.  This is a technical problem that can arise because it is not possible in Word to specify both a limit on the number of characters and the depth to which these characters can be entered.  Reflow can be avoided by entering your text across the page as much as possible.  





�





Click here to add or remove additional Summary: Analysis & Evidence pages





Follow the prompts.





Note: if you want the additional Summary: Analysis & Evidence page to appear immediately after page 1, place your cursor anywhere in the Summary: Intervention & Options page and carry out the 





Take care when deleting pages 





And remember to save your work frequently and to make back up copies





The Form allows users to enter text using their own formatting or to use a standard formatting employing Heading styles, bullets, paragraph numbers as appropriate 





The Evidence Base allows you to insert text, graphs, tables and pictures from other documents or programs such as Excel





Drop down menus allow users to indicate whether Results of the various specific impact tests have been included in the Evidence Base or whether the results have been annexed








See the Impact Assessment �HYPERLINK "http://bre.berr.gov.uk/regulation/ria/ia_guidance/specific_impact_tests.asp"��guidance� and �HYPERLINK "http://bre.berr.gov.uk/regulation/ria/toolkit/specific_impact_tests.asp"��toolkit� for more information on the Complete the Specific Impact tests checklist 











See the Impact Assessment �HYPERLINK "http://bre.berr.gov.uk/regulation/ria/ia_guidance/evidence_base.asp"��guidance� and �HYPERLINK "http://bre.berr.gov.uk/regulation/ria/toolkit/summary_analysis.asp"��toolkit� for more information on the Evidence Base











See the Impact Assessment �HYPERLINK "http://bre.berr.gov.uk/regulation/ria/ia_guidance/evidence_base.asp"��guidance� and �HYPERLINK "http://bre.berr.gov.uk/regulation/ria/toolkit/summary_analysis.asp"��toolkit� for more information on the Evidence Base











See the Impact Assessment �HYPERLINK "http://bre.berr.gov.uk/regulation/ria/ia_guidance/covered.asp"��guidance� and �HYPERLINK "http://bre.berr.gov.uk/regulation/ria/toolkit/summary_analysis.asp"��toolkit� for more information on the Summary: Analysis & Evidence page








See the Impact Assessment �HYPERLINK "http://www.cabinetoffice.gov.uk/regulation/ria/ia_guidance/included.asp"��guidance� and �HYPERLINK "http://www.cabinetoffice.gov.uk/regulation/ria/toolkit/summary_intervention.asp"��toolkit� for more information on the Summary: Intervention & Options page





The Annexes section allows users to insert text, graphs, tables and pictures to provides information on the Specific Impact Tests





A Ministerial sign-off is needed for IAs that are going to be made public.





Select the stage of the IA from this drop down box and press the tab key to move to the next field – the correct  Ministerial signoff will appear





Sign off for Consultation stage Impact Assessment:





Sign off for Final proposal or Implementation stage Impact Assessments:








See the Impact Assessment �HYPERLINK "http://bre.berr.gov.uk/regulation/ria/ia_guidance/approval.asp"��guidance� and �HYPERLINK "http://bre.berr.gov.uk/regulation/ria/toolkit/ministerial_declaration.asp"��toolkit� for more information on the Summary: Intervention & Options page






























































