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Sample Board Paper Format
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Sample Board Paper Format
Board paper
Agenda Item:
#

Agenda Item:

[Insert Title]

Sponsor:

[Insert Name and Title]

Draft Resolution
[Insert exact wording of proposed board resolution that the Board is asked to pass.
 


The draft resolution must be clear, concise and unambiguous.]

Executive Summary:

Explain in no more than four lines what the paper is about and what it is endeavouring to achieve. The paragraph should be clear and concise and should state whether the paper is being submitted for the Board’s information or is seeking the Board’s approval for a contract, action, etc.

Background:

Outline in no more than twelve lines the background to what is being proposed to the Board providing the information necessary for a non-executive director to understand the proposal who does not have the background knowledge of an executive who has been managing the day-to-day affairs of a particular matter.
Summarise any previous Board consideration of the specific proposal. If it is not possible to explain the background to a proposal in the space of two paragraphs include an attachment and provide further details.

Identify any external advice/consultants/information who has been involved in the preparation of the proposal.

Recommendation:

Outline the recommendation in no more than twelve lines. Do not repeat the statements made in the sections above. 
Mention the options that were considered by management and explain why the preferred option was chosen. 
Also detail the outcomes that management is seeking to achieve from the proposal. If the implications of the proposal are complex include an attachment and provide further details.

Issues

Strategy Implications

Explain in no more than ten lines how this proposal is aligned to the agreed strategic and business plans.

Financial Implications
Explain in no more than twelve lines the expenditure implications of the proposal.
 Once again this should take the form of an executive summary approach. If the expenditure implications are complex include an attachment and provide further details.

This section should include comments on whether the expenditure is budgeted or unbudgeted, the proposed timing of the expenditure and cash flow implications. If a detailed business case has been prepared for a proposal the major points of the case should be summarised here. 

Risk Analysis
Analyse in no more than twelve lines the major risks associated with the proposal and explain how these risks will be managed.  This information may be presented using the following pro forma.

	Identified Risk
	Risk Likelihood

(H,M,L)
	Impact of Risk

(H,M,L)
	Strategy to Manage Risk

	
	
	
	


Corporate Governance and Compliance
Outline in no more than twelve lines the corporate governance implications of the proposal remembering that it is of considerable importance to the Board that contemporary corporate governance standards are achieved. Therefore, the adoption of appropriate internal risk management and compliance processes will be a condition precedent to the Board considering and approving a proposal.

Outline what KPIs and/or reporting back to the board will occur during and after implementation.

Management Responsibility
Identify the manager who will have responsibility for the proposal as well as the executive who will deal with the matter on a day to day basis.

Signing of Board Paper

_____________________________

_____________________________

Chief Executive Officer


Sponsor

The following people have been involved in the preparation of this board paper:


[Name and Title]

� This should take the form of an executive summary approach. If the issues are complex include an attachment and provide further details.
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