BOARD MEETING AGENDA
[Organisation name] - Board of Directors
Meeting type: [regular / special / emergency / committee]
Date: [date]    Time: [start] - [end]    Location / video link: [where]
Chair: [name]    Secretary: [name]
DIRECTORS PRESENT: [names]
DIRECTORS APOLOGIES / ABSENT: [names]
QUORUM CONFIRMED: [yes / no - X of Y members]
1. CALL TO ORDER AND QUORUM (2 min) - Chair
    Confirm quorum, note remote attendees, official start time.
2. CONSENT AGENDA (5 min) - Chair
    One vote approves: prior minutes, routine committee items, minor policy updates.
3. APPROVAL OF PRIOR MEETING MINUTES (5 min) - Chair
    Motion / Second / Vote. Record exact vote count, not just "passed".
4. CEO / EXECUTIVE DIRECTOR REPORT (10 min) - CEO
    Verbal focus: the 3 items needing board awareness or input. Written pack circulated 3 days prior.
5. FINANCIAL REVIEW (10 min) - CFO
    P&L vs budget, cash runway, variances needing action.
6. STRATEGIC DISCUSSION (30 min) - [topic owner]
    The forward-looking block. Protect this time; defer operational detail.
7. COMMITTEE REPORTS (15 min) - Committee chairs
    Only decisions needing full-board approval here; routine items go to consent agenda.
8. KEY DECISIONS AND VOTES (15 min) - Chair
    Motion / Second / Discussion / Vote for each resolution. Record exact counts and dissents.
9. RISKS AND COMPLIANCE (10 min) - [designated lead]
    Top risks, regulatory items, incident reports.
10. EXECUTIVE SESSION (8 min) - Chair
    Directors only; exclude staff as required. Minutes of this part kept separately.
11. ACTION ITEMS REVIEW (5 min) - Chair
    Read back each item with owner and due date before adjournment.
12. ADJOURNMENT AND NEXT MEETING (2 min) - Chair
    Next meeting: [date] - focus: [main topic].
DECISIONS AND VOTES RECORD
Item: [what was decided]    Vote: [X for / Y against / Z abstain]    Dissent: [who / why]
Item: ______________________________________________________________
Item: ______________________________________________________________
ACTION ITEMS (assign before the meeting ends)
[action]  -  Owner: [name]  -  Due: [date]  -  Status: [pending]
_________________________________________________________________  -  Owner: ________  -  Due: ________
_________________________________________________________________  -  Owner: ________  -  Due: ________
Tip: keep at least 60% of total meeting time on forward-looking items (strategy, decisions)
and no more than 40% on backward-looking items (minutes, reports, compliance).
Free download from Fuse Intelligence - pairs with the meeting minutes template at
https://fuseintelligence.org/templates/meeting-minutes-template.docx
