Board Meeting Checklist


	Develop the agenda:

	· Confirm the meeting's objectives
	

	· List topics and prioritize items
	

	· Allocate appropriate time for each item
	

	· Identify presenters and/or discussion leaders
	

	· Share the agenda with board members in advance
	

	
	

	Prepare meeting materials:

	· Collect relevant documents (reports, financials, etc.)
	

	· Create presentation slides, if necessary
	

	· Organize materials in a logical order
	

	· Distribute materials to board members ahead of time
	

	· 
	

	Confirm logistics:

	· Verify meeting location and time
	

	· Arrange video or teleconferencing, if needed
	

	· Ensure necessary equipment is available (projector, microphones, etc.)
	

	· Plan for refreshments, if applicable
	

	
	

	Send meeting reminders:

	· Notify board members of the upcoming meeting
	

	· Provide any last-minute updates or materials
	

	
	

	Set up the meeting space

	· Arrange seating and table
	

	· Test audio-visual equipment
	

	· Set up necessary materials (paper, pens, etc.)
	

	· Ensure refreshments are ready, if applicable
	

	
	

	Conduct the meeting:

	· Start on time and follow the agenda
	

	· Record meeting minutes
	

	· Encourage participation and engagement
	

	· Keep discussions focused and on topic
	

	· Make decisions and assign action items
	

	
	

	Wrap up and follow up:

	· Summarize key decisions and action items
	

	· Thank participants for their time and contributions
	

	· Distribute meeting minutes to all board members
	

	· Monitor progress on action items and report back at the next meeting
	

	
	

	
	



