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2.2.3  Developing Legislation: process overview
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Policy & legal experts

1. Prepare business case for 
law: what law is needed & 
why

Bill team

4. Prepare draft bill & submit 
to Legal Technical Committee 
for review.  Prepare further 
drafts as required 

Legal Technical Committee

5. a) Review & give feedback to 
Ministry on legal compliance and 
policy content.
b) Provide advice to Legislation 
Committe

Policy & legal experts

Submit final draft for 
Cabinet approval

Legislation Committee

6. a) Advise Minister on readiness of 
Bill for Cabinet approval

b) Provide advice to Cabinet

Federal National Council

10. Review & submit counter notes

President/Supreme National Council

11. Approve/disapprove

Cabinet Secretariat

2. Assess & advise 
on business case

Cabinet

3. Approve/ disap-
prove start of 
legislative process

Cabinet Secretariat

8. Advise on 
outstanding issues

Cabinet

9. Approve/ 
disapprove

Next step
Feedback
Disapprove
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Policy & legal experts

1. Prepare case + draft 
Decree/Decision

Minister

2. Submit for approval 
by means of Memo-
randum for Approval

Cabinet Secretariat

3. Review & advise 
on legal compliance 
& policy case

President 

5. Approve/ 
disapprove

Cabinet

4. Review & 
approve/
disapprove

Next step
Feedback
Disapprove
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2.2.4  Developing an Ordinary Decree or 
Cabinet Decision: overview

Ordinary Decree

Cabinet Decision
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Part 3  
Cabinet Secretariat

3.1 Introduction 

3.2 Cabinet System Procedures 

3.3 Forward planning & scheduling meetings 

3.4 Agenda preparation 

3.5 Secretariat review

3.6 Preparing the brief

3.7 Minutes & Decisions   

3.8 Ensuring implementation 

3.9 Cabinet system document management principles  

Pa
rt

 3
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3.1 Introduction     

The Cabinet Secretariat supports Cabinet and its subsidiary bodies in three 

main ways.  It:

•  Provides policy & legal advice to Cabinet and the Services

    Council on submissions received for their consideration

•  Provides secretariat services to Cabinet and the Services

    Council

•  Ensures the efficient and effective operation of the Cabinet

    system through common procedures and formats

The Cabinet Secretariat is headed by a Secretary General who reports to the 

Minister of State for Cabinet Affairs, and who acts as the Secretary of Cabinet 

and the Services Council.
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3.2  Cabinet System Procedures
Common procedures are operated by the Cabinet, Services Council and 
Cabinet Committees in  order to ensure consistency across the Cabinet 
system. The procedures provide standard formats and deadlines for submis-
sion and circulation of Cabinet system documents.
 
The procedures cover all aspects of business, as illustrated below:

The Cabinet Secretariat is responsible for ensuring that the procedures are 
followed throughout the Cabinet system.  It issues detailed instructions 
periodically for this purpose.

Forward 
planning

Agenda Quality
control

Chairman’s 
brief

Minutes 
& Decisions

Follow Up Document 
management

3.3 Forward planning & scheduling meetings 
Cabinet and each of its subsidiary bodies should each have a forward plan for 
the topics to be considered over the following 6 – 12 months.  This enables the 
flow of business to be managed so that sufficient time is allocated at meetings 
to complex and high priority topics. 
 
The Cabinet Secretariat will consolidate all the forward plans into a single 
unified program, so that Cabinet can maintain comprehensive oversight of work 
programs throughout the Cabinet system.

Cabinet and Services Council meetings take place in alternate weeks. The 
frequency of Cabinet Committee meetings is determined by the expected 
volume of work, based on the forward plan.  

Cabinet committee meetings must not clash with meetings of the Cabinet or the 
Service Council.  The meeting schedule must also take account of the fact that 
Ministers’ time is limited, and they may be members of more than one Commit-
tee. Excessively frequent meetings will result in Ministers failing to attend 
regularly. 
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3.4  Agenda preparation
A common agenda format is used for the Council of Ministers, Services 
Council and Cabinet Committees (see Annex K).  
The agenda is drawn up by the Cabinet Secretariat (or relevant Committee 
Secretary) and approved by the Minister of State for Cabinet Affair for 
Cabinet meetings or the relevant Chairman. The following will be taken into 
account: 

•  Relevance: whether or not the topic falls within the
    Council/Committee’s mandate
•  Priority: how urgently a decision is required
•  Readiness: whether or not the submission has been prepared in
    the correct format, contains all necessary information, and has
    been subjected to the necessary consultation. 

Items for the agenda must be:
•  notified to the Cabinet Secretariat or Committee Secretary a 
    specified number of days before the scheduled meeting; and
•  supported by a written submission

Not all matters proceed automatically to Cabinet.  The Minister of State for 
Cabinet Affairs may decide that the matter does not warrant Cabinet consid-
eration or that the matter can be handled more appropriately by discussions 
between individual Ministers.  The Minister of State for Cabinet Affairs may 
also request further explanation or review of a Cabinet Minute.

After the Agenda is approved, it is circulated by the Cabinet Secretariat to all 
Ministers along with all papers relating to each item to be discussed

Ministers are to note that they may be required to report on the progress of 
previous Cabinet Decisions, a schedule of reports will appear on the 
Agenda 

Meeting dates for Cabinet Committees are arranged by the relevant Secre-
tary with the approval of the Committee Chairman; and then notified to the 
Cabinet Secretariat.
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3.5  Secretariat review
The Cabinet Secretariat reviews submissions to ensure they are ready for 
discussion. The purpose of the review is to ensure that the paper:

•  is in the required format, and conforms with the guidelines on
    content and length 
•  contains all the relevant facts and arguments needed to reach a
    swift and a well-informed decision
•  considers all relevant options presents a sound case for the
    recommended option
•  records which stakeholders who have been consulted, and their views.  

The Cabinet Secretariat will settle minor drafting gaps or shortcomings 
informally with the originating Ministry.
 
The final decision on whether to accept a paper for discussion rests with the 
Chairman.
 

3.6  Preparing the brief
The Minister of State for Cabinet Affairs provides a summery to the Prime 
Minister or Chairman of the Ministerial Council for Services on each 
Cabinet Minute on the Cabinet Agenda.  The purpose of the submission is to 
prepare a ‘whole of government’ analysis of the proposals.  Accordingly, the 
submission includes any objection or comment by Ministers, and provides 
discussion of issues, such as:

•  Summary of the main points
•  Identification of the decision or decisions being sought
•  Highlights of the key issues likely to arise in discussion,
    including differences of opinion among key players
•  Advise on points the chairman may wish to make in managing
    the discussion.  
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3.8  Ensuring implementation
The follow-up process is intended to ensure timely implementation of 
decisions throughout the Cabinet system.

   Preparing minutes
The record of Cabinet Meeting proceedings is limited to the conclusions 
reached and such summary of the discussion as is necessary for the guid-
ance of those who have to take action.  The Cabinet General Secretary 
should avoid recording the opinions expressed by particular Ministers.

Following approval by the Chairman, minutes of Services Council and 
Cabinet Committee meetings are circulated to members shortly after the 
meeting.  Requests for amendments to the minutes must be submitted to the 
Cabinet Secretariat or relevant Committee Secretary within a time-limited 
period.

   Cabinet Decisions
- Cabinet may approve or amend the recommendations set out in the 
Cabinet Minute, decide to defer consideration of the matter, or refer it to a 
specific expert for further advice.

- The Cabinet General Secretary records the actual Decision of Cabinet.  No 
details of the discussion are recorded.

- Once finalised, the individual Decisions of the meeting dispatched to each 
Minister specifically involved in the implementation of the Decision, or to 
one of the Cabinet Committees.

- Ministers are responsible for instructing their Departments to give effect to 
the conclusions of the Cabinet, and telling subordinate Departments or 
branches about decisions affecting them.

3.7  Minutes & Decisions
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Using the standard format at Annex K, Ministries should report to the 
Cabinet Secretariat or relevant Committee Secretary on the status of actions 
for which they are responsible and provide an explanation if the action has 
not been completed by the due date

Each Minister will be expected to report back to the Cabinet Meeting after 
the Cabinet Decision has been issued, regarding the progress of implemen-
tation , Cabinet General Secretary shall place a schedule of Follow up 
reports on Cabinet Decisions on the Agenda.

3.9  Cabinet system document manage-
ment principles
The Cabinet Secretariat is responsible for designing & enforcing measures 
to ensure the confidentiality and proper handling of documents within the 
Cabinet system.

The Cabinet Secretariat will issue detailed instructions periodically for this 
purpose, the principles of which are:

    Need to know  
- Information within the Cabinet system is confidential. Matters submitted 
to and discussed by the Cabinet, the Services Council and Cabinet commit-
tees may not be disclosed except to those with a legitimate need to know.  
- Documents (electronic and paper) are classified according to who may 
receive and view them. 
 
    Traceability  
- A common reference numbering system applies to all documents within 
the Cabinet system. A designated Cabinet document officer should be 
appointed in each Ministry and Government institution to control and 
authorize access to Cabinet system documents
- The Cabinet Document Officer maintains a written record of all Cabinet 
system documents received or sent, which must be available for periodic 
inspection by the Cabinet Secretariat



Annexes*  
Annexes

Annex A Cabinet: current membership    

Annex B Services Council: current membership 

Annex C Current Cabinet Committees 

Annex D Policy Development Process 

Templates 

Template 1 Policy Proposal     

Template 2 Memorandum for Approval template 

Template 3 Memorandum for Information template 

Template 4 Legislation Business Case format template 

Template 5 Agenda template 

Template 6 Meeting minutes template 

Template 7 Follow-up report template 
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* English templates are for your reference only
All submissions should be in Arabic, therefore please refer to the Arabic template in this Handbook.
* English templates are for your reference only
All submissions should be in Arabic, therefore please refer to the Arabic template in this Handbook.
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Chairman  HH Minister for Presidential Affairs 

Deputy Chairman Minister of State for Cabinet Affairs 

Members  Minster of Public Works
   Minister of Justice 
   Minister of State Finance & Industry
   Minister of Labor 
   Minister of Public Sector Development 
   Minister of Social Affairs
   Minister of Education
   Minister of State for Federal National Council
   Minister of Health
   Minister of Culture, Youth and Community Development

Meetings :  The Cabinet holds its meetings twice a month

Annex B: Current Services Council 
membership
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 Annex C: Current Committees

Permanent
•  Legislation.  
Review & study federal laws prior to issuance
•  Finance & Economy.  
Coordinate budget related policy and issues and government perfor-
mance. 

Temporary
•  Traffic Committee: 
to find solutions for  traffic congestion problems

Committies
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Committee

The UAE Strategic Plan sets out the high-level goals for the country’s 
long-term development, and the guiding principles for how the goals will 
be achieved.

Individual Ministers are responsible for:
•  developing policies setting out the specific actions required to deliver
     the UAE Strategic Plan within their own portfolio areas
•  collaborating with other Ministers to develop policies covering more
     than one portfolio area.

Annex D: Policy Development Process

Policy development is a systematic process composed of several distinct 
elements, as illustrated below.

Issue definition

Stakeholder consultation

Research, 
analysis &
benchmarking

Option 
development

Option 
selection

Steps
1. Define the problem to be solved or the 
outcome to be achieved. Be as precise as 
possible to ensure the policy focuses on the 
right issues.

Check with stakehold-
ers: they may disagree 
about what the issue is

2. Establish and analyse the key facts and figures 
relating to the cause, nature and impact of the 
issue. Benchmark these against comparable 
situations elsewhere, and analyse the 
differences.

Double check that 
essential facts provided 
by key stakeholders are 
objectively verifiable

3. Consider possible alternative options for 
addressing the issue, and scope them systemati-
cally in terms of cost, timeliness, quality of 
outcomes and other relevant factors

Check with key 
stakeholders on 
options they prefer, 
and the reasons

4. Compare the costs and benefits of each option 
and select the one which offers the best balance; 
or the combination of options to be introduced 
in phases

Ensure that the 
selected option takes 
account of stakehold-
ers’ views

Stakeholder consultation 

Issue definition

Research, analysis
& benchmarking

Option 
development

Option selection
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Policy proposal format

ORIGINATOR

TITLE 

PROPOSAL

UAE STRATEGY

TIMING

ISSUE

BACKGROUND

OPTIONS

RECOMMENDATION

IMPLEMENTATION

CONSULTATION

FINANCIAL IMPLICATIONS

LEGAL IMPLICATIONS

WIDER IMPACT

Name of Ministry or institution

Title of proposal

Description of the decision being requested

Relevant component in the UAE strategy

When a decision is needed

Reason for the proposal

Essential information needed to understand the proposal

Options considered & their advantages & disadvantages

Recommended option and rationale for selection

Implementation steps and timetable (including dates for submission of draft legislation)

Institutions and persons consulted & their views

Implementation costs and MoF views

Requirement for new & amended legislation

Other issues (social, economic, environmental etc) & views of relevant Minister or institution

Maximum 10 pages + Annexes

1 line

2-3 sentences

½ page

1 sentence

1 sentence

½ page

1½ pages + Annexes

2 pages + Annexes

1 page

1 page

1 page

½ page

½ page

½ page

English templates are for your reference only. All submissions should be in Arabic, therefore please refer to the Arabic template in this Handbook.





Maximum 5 pages + Annexes:

Name of Ministry or institution

Title of proposal

The decision being requested

When a decision is needed

Relevant legislation

Reason for request and essential information required for approval

Implementation costs and MoF views

Requirement for new & amended legislation

Wider issues to be taken into account in making the decision

Memorandum for Approval format

Memorandum for Approval format

ORIGINATOR

TITLE 

PROPOSAL

TIMING

LEGAL REFERENCE

EXPLANATION

FINANCIAL IMPLICATIONS

LEGAL IMPLICATIONS

ADDITIONAL INFORMATION

1 line

1 sentences

2-3sentences

1 sentence

1 sentence

1 page + Annexes

½ page

½ page

½ page
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English templates are for your reference only. All submissions should be in Arabic, therefore please refer to the Arabic template in this Handbook.
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Maximum 2 pages + Annexes

1 line

1 sentences

1 page + Annexes

½ page

½ page

Memorandum for Information format

Memorandum for Information format

ORIGINATOR

TITLE 

INFORMATION

TARGET AUDIENCE

ATTACHMENTS

Name of Ministry or institution

Title of proposal

Key points to be noted

Ministers, institutions and others for whom the information is mainly intended

List of additional documents attached (e.g. reports where MfI is used as a cover note)

English templates are for your reference only. All submissions should be in Arabic, therefore please refer to the Arabic template in this Handbook.





Maximum 5 pages 

ORIGINATOR

TITLE

 SUMMARY

UAE STRATEGY

TIMING

RATIONALE

PROPOSAL

IMPACT

CONSULTATION

FINANCIAL IMPLICATIONS

TIMETABLE

BUSINESS CASE FOR NEW or AMENDED LEGISLATION

* Details of when policy was approved by Cabinet

Legislation business case format

Legislation business case format

Name of Ministry or institution

Title of new legislation, or Title & no. of existing legislation to be amended

Purpose and type of legislation proposed

Relevant component in UAE strategy

When the legislation is needed

Need for the legislation

The main provisions of the proposed legislation

Who will be affected by the legislation, and how

Persons & institutions consulted & their views

Cost of implementation & MoF views

Timetable for preparation & submission of legislation

1 line

1 Line

2-3 sentences + policy proposal reference*

1 Line

1 Line

½ page

1 Page

½ page

1 page

½ page

½ page
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English templates are for your reference only. All submissions should be in Arabic, therefore please refer to the Arabic template in this Handbook.
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Title of body      [Cabinet, Services Council, Legislation Committee, …. Committee]

AGENDA* 
MEETING ON [DATE] AT [TIME]

Reference no.

To [Members] 
1.   Discussion topics

• Policy proposals 

• Legislative proposals

• Memoranda for Approval

 
2.   Financial Affairs

• Policy proposals

• Legislative proposals

• Memoranda for Approval

3.   Laws & regulations
• Policy proposals

• Legislative proposals

• Memoranda for Approval

• Reports

4.   Reports

5.  Any other business (urgent & oral items as agreed in advance by the Chairman)

[signature]
Chairman

Cabinet system Agenda format 

Cabinet system Agenda format 

* For Cabinet & Services Council meetings.  Substantive items for discussion at Cabinet Committees will vary

English templates are for your reference only. All submissions should be in Arabic, therefore please refer to the Arabic template in this Handbook.
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1.   Attendance [names & titles]

2.   Agenda item [title]
The main points made during discussion were [briefly record main points excluding attribution to individual Ministers]:

1.

2. 

etc

The Committee decided [record Committee’s decision]: 

(Repeat for each Agenda item)

3.   Any Other Business
The following issues were raised:

a.[briefly record issue].  

The Council/Committee [decided ….] [took note] 

b. etc

Title of body       [Cabinet, Services Council, Legislation Committee, …. Committee]

Reference no.

Minutes of Meeting

Minutes of Meeting

MEETING HELD ON [DATE]
MINUTES

English templates are for your reference only. All submissions should be in Arabic, therefore please refer to the Arabic template in this Handbook.
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Follow-up report format

Follow-up report format

Title of body        FOLLOW-UP REPORT FOR PERIOD MM/YY-MM/YY

Target date                Ministry                  Topic      Action Required         Current Status

English templates are for your reference only. All submissions should be in Arabic, therefore please refer to the Arabic template in this Handbook.




