[SECURITY CLASSIFICATION]

[CHAIR OF COMMITTEE]

[date]

Dear [COMMITTEE CHAIR]

[TITLE IN BOLD SUMMARISING WHAT CLEARANCE IS BEING REQUESTED FOR (1 line)]
I am writing to you requesting [COMMITTEE TITLE (may be more than one)] clearance for [SUMMARISE IN APPROX. 2 LINES WHAT CLEARANCE IS BEING REQUESTED FOR, MAKING CLEAR WHAT THE DECISION IS THAT MINISTERS ARE BEING ASKED TO TAKE]. 
Responses are requested by [GIVE DATE- remember to build in at least 2 days after this date for the clearance confirmation to be drafted].  I plan to [PUBLISH A CONSULTATION/ ANNOUNCE IN A SPEECH/ LAY BEFORE PARLIAMENT ETC] on [GIVE DATE] and seek your clearance in time for this.  
[The main body of the letter should briefly set out (ideally 5 paragraphs or so) the details of the policy for which clearance is being sought.  The purpose of the letter is to set out clearly what decision Ministers are being asked to take and provide them with the information they need to make this decision.  
The letter should refer back to any previous clearances that have been sought on the same issue.  Enough background should be provided so the issue can be understood from this letter alone, but details should be kept as brief as possible.  Further details or drafts of relevant documents (e.g. consultation papers etc) can be attached as annexes to the letter, but reference to these should not be necessary to gain a broad understanding of the policy.  Where an issue also affects the Devolved Administations, the letter should set out how these are being consulted (NB. the Devolved Administrations are not covered by Cabinet Committee clearance processes so need to be consulted separately.) ]
I am copying this letter to the Prime Minister, [Deputy Prime Minister], members of [THE COMMITTEE WHOSE CHAIR YOU ARE WRITING TO AND ANY OTHER COMMITTEES IT NEEDS TO BE COPIED TO] and Sir Gus O’Donnell.  
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