Board paper template
Replace the text in brackets. Keep page one to the four items below so directors see the ask first.
Header
Title: [Short description of the decision or topic]
Meeting and agenda item: [Board or committee, date, item number]
Paper type: [For decision / For discussion / For information]
Author and executive sponsor: [Name, role]
Date of paper: [Date]
Page one
Purpose
[One sentence on what the board is asked to do.]
Proposed resolution
[The exact wording the minutes will record if approved.]
Recommendation
[Management's recommendation, in one or two sentences.]
Executive summary
[Three to five bullets: context, options, reason for the recommendation.]
Body
Background
[Only what directors need to understand the decision.]
Options considered
[Each option with its main benefit, cost and risk.]
Financial implications
[Cost, budget impact and funding.]
Risks and compliance
[Legal, regulatory and reputational risks, and how they're managed.]
Questions for the board
[The two or three points where you want directors' judgment.]
Next steps
[What happens after approval, who owns it and by when.]
Attachments
[Listed by title and page count.]




