
How to create a Forward Plan Entry 

To avoid duplication and ensure that forward plan entries are linked to reports and 

Officer Decision Notices on the website for transparency, forward plan entries should 

now be uploaded via mod.gov. This is the same form that is filled in to upload a 

report, but the stage at which you complete the form is now sooner. 

You can access the form here: direct link here 

 

Select either Key Decision Committee Report, or Officer Decision Notice Key 

Decision, and you will be presented with this form: 

 

1. Include the title of the item 

2. Include a brief description of what 

the Committee or Officer will be asked 

to do 

3. Lead Officer is who will write the 

report 

4. Lead Director is the Director who’s 

name the report will be in 

5.The system will generate report 

deadline dates based on the dates 

you give it 

6. Select the relevant CCOG meeting, 

you can find the committee deadline 

dates on the report writing intranet 

page 

7. Select the relevant Committee and 

meeting date 

7a. For ODNs,  

8. Select whether the report will be 

open or exempt, if exempt, include the 

relevant reason for exemption 

(hovering over the numbers provides 

the wording) 

9. Select the reason for the item being 

key, either due to income/expenditure 

being £500k or due to its significant 

impact on 2+ wards 

Select Next 

http://s03vs-intrcm.core.wcent.wirral.gov.uk/mgIssueOutline.aspx?RPID=2863320


The system will then give you the deadline for when you need to write the report by 

in advance of CCOG. Check this date to make sure it accords with the report 

deadlines you were provided by Committee Services.  

 

Once completed, the system will have created a report for you to produce in your 

‘Work to Do’, with the relevant deadline date 

 

 

Amending a Forward Plan Entry 

If you need to amend the date when the report is due to be considered, go to your 

‘Done’ section and click on the title of the item 



 

You can then select ‘edit issue’, and the submit plan item form will appear again, 

allowing you to make the necessary changes. You can also add a note as an 

explanation for the changes. 

 

If the report has not yet been to CCOG, be sure to change the date at which the 

report is due to be considered by CCOG as well as the Committee. 

For Officer Decision Notices, the date you select is indicative and as long as 28 

calendar days’ notice has been given, the date of expected decision should only 

change if the timeline has changed significantly. 

 


