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Board meetings in an organisation should be short, strategic, and action-focused. Here’s how to make them count:
1. Strategic Agenda Design 
· Dedicate at least 80% of the meeting to strategic issues and decisions.
· Use consent agendas to group routine approvals into one vote (e.g., minutes, standard reports).
· Prioritize Big Topic: Always include 1–2 major topics (e.g., expansion, partnerships, funding decisions).

2. Effective Pre-Work & Preparation 
· Distribute Materials Early: Send out a clear board pack 5–7 days in advance.
· Keep It Concise: Use summaries, dashboards, and 1–2 page decision briefs; avoid lengthy reports.
· Clarify Expectations: Let members know what prep is expected for each agenda item.
· Key Pre-Reads to share:
· Financial Summary (P&L, Balance Sheet, Cash Flow vs. Budget)
· Key Performance Indicator (KPI) Summary
·  Risk Management Update 
·  Briefing notes for key decisions required.

3. Disciplined Time Management During Meetings
· Set & Adhere to Time Limits: Keep meetings focused and concise (e.g., aim for 60-90 minutes unless dealing with exceptionally complex issues). 
· Allocate Time per Item: Assign realistic time slots for each agenda item and track progress against them.
· Appoint a Timekeeper: Appoint someone (not the Chairperson) to stay on schedule.
· Create a Parking Lot : Log off-topic items to revisit later without derailing the agenda.
4. Fostering Effective Participation 
· Encourage Balanced Input: Use roundtable check-ins or time-limited contributions.
· Support Different Personalities : Use "silent starts" to give everyone, including introverts, time to reflect before speaking.
· Avoid Anchoring Bias: Let board members speak before hearing from the CEO/Managing Director.

5. Ensuring Clear Follow-Through & Accountability
· Recap Key Decisions: Summarize all resolutions before the meeting ends.
· Assign Actions Clearly: Note who is responsible, what they need to do, and by when.
· Document Accurately: Ensure the meeting minutes accurately reflect the key discussion points, decisions made, and assigned action items.
· Use a consistent format for minutes (e.g., Action: [Name] to [Task] by [Date]).
· Distribute minutes promptly.
