[insert company name] 

[insert meeting date], [insert meeting time] 
Board Meeting
Location: [i.e. physical venue or online]

Key for Item Types:
· Approval – the Board will be asked to approve a document or proposal or raise comments/issues for discussion
· Update – attendees may be called upon to provide an update on a specific matter
· Discussion – all attendees will be expected to comment on, question and discuss documents and proposals provided 

Note: This agenda can be adapted into the minutes of the meeting by adding a new row under each agenda item. Remember to record the names of all those present at the meeting and any apologies given.

Agenda

	Item
	Item Type

	Part 1 – Introduction

	1. Check-in
	Update

	2. Apologies for absence
	Update

	3. Minutes from last Board Meeting
	Approval

	4. Matters arising
	Update

	5. Declaration of interest
	Update

	Part 2 – Operations 

	6. Executive Report [see separate template]
	Update / Discussion

	7. Finance & Risk
a. Management Accounts [insert relevant financial quarter]
b. Cash Flow
c. Balance Sheet 
d. Workforce Investment
e. Risk Register
	Discussion / Approval

	8.  Objectives Monitoring [progress on yearly targets]
	Update

	9.  Policy Updates
a. [insert policy names up for renewal]
	Approval

	Part 3 – Creative Activity 

	10. [insert headings to suit your programme]
	Update / Discussion

	Part 4 – Focussed Discussion

	11. [this is opportunity to discuss an area of business in greater detail – e.g. creative access, evaluation, training needs]
	Discussion / Approval

	Part 5 – Meeting Close

	12.  AOB
	Update

	13.  Check-out
	Update




Papers:	[insert location and file names for Board Papers – we suggest
numbering the papers to correspond with the relevant agenda item number]


[insert company name, company no., charity no. (if applicable) and registered address]

