
Statement 



 
 

HOW TO WRITE A STATEMENT 
FOR UNIVERSITY SENATE GOVERNANCE 

  
The University Senate Office recommends the following format (see below for explanation): 

 
 

Title: The title of the statement. 
  
Statement: Lay out the committee’s opinion, as well as any desired background information, 
context, supporting evidence, etc. A statement should not ask for any action from the 
administration. (It can suggest it, but not ask for it.) 
 
When initiating a statement, please submit this form to the University Senate Office. 
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Letter 



 
 

HOW TO WRITE A LETTER 
FOR UNIVERSITY SENATE GOVERNANCE 

  
The University Senate Office recommends the following format (see below for explanation): 

 

 
 

Letterhead. Letters should go on official Senate Office letterhead. Senate Office staff will put 
the letter on letterhead for you. 
  
Addressee(s): A letter may be addressed to one or several individuals. 



Body. Lay out the committee’s opinion, as well as any desired background information, context, 
supporting evidence, etc. A letter may ask for action from the administration. The administration 
is required to respond. 
 
Signature. Can be signed by the committee chair or the full committee. 
 
When initiating a letter, please submit this form to the University Senate Office. 
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https://docs.google.com/document/d/1hgo7dOABRF8TMQ8--rkop05v0t6r9YXm2myHhpZnSvE/edit?usp=sharing


Resolution 



 
 

HOW TO WRITE A RESOLUTION 
FOR UNIVERSITY SENATE GOVERNANCE 

  
Resolutions are generally more successful when they are written in language that is clear and 
easy to understand. In addition, limiting the text that people are asked to vote on to the actual 
“ask(s)” helps reduce time spent discussing and revising language that is meant to be 
supporting evidence, suggestions, etc. Because resolutions are advisory to the 
administration (not binding), it is best not to get too bogged down in such details. 
  
Remember, also, that resolutions should focus on the end result, not the details of 
implementation. In other words, the purpose of a resolution is to lay out what the body is asking 
for; it is not the role of governance to figure out how to make it work. 
  
The University Senate Office recommends the following format (see below for explanation): 
 

 
 
 



Title: The title of the resolution. 
  
Resolution: Lay out the desired outcome, clearly and concisely. This is the section people will 
vote on, and should be fairly brief. On a senate docket, the motion would be to approve this 
section (i.e. vote on this specific language). 
  
Limit this to the main request(s), and think carefully about how much to include here. If there 
are subsidiary asks or suggestions for implementation, it is best to put those in the Background, 
Rationale, and Suggestions section rather than dilute the main objective(s) of the resolution. 
  
Background, Rationale, and Suggestions: In this section, lay out any relevant background 
information, context, supporting evidence, suggestions for implementation, etc. When 
conducting consultation, it is important to make it clear to stakeholders that they may offer 
suggestions on this section, but they are not voting on it. This section can be as long as needed 
to make the case. 
  
On a senate docket, this would be listed as “Background, Rationale, and Suggestions” and 
would not be part of the motion. Senators do not vote on this section. 
 
When initiating a resolution, please submit this form to your University Senate Office 
contact. 
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