
Schedule the meeting well in advance

Prepare and distribute the agenda

Circulate relevant documents and materials

Ensure quorum requirements are met

Arrange a suitable venue and time

Confirm attendance of all directors

Invite any necessary advisors or guests

Board of Directors' Meeting
Checklist

The Board of Directors' Meeting Checklist is an essential tool for SMEs in England and
Wales. Effective board meetings are crucial for the success and governance of any
organisation. By providing a comprehensive checklist, Boardify aims to help SMEs
ensure that their board meetings are well-organised, productive, and compliant with
relevant regulations. This checklist covers everything from meeting preparations to
post-meeting tasks, enabling SMEs to make better decisions and improve their overall
business performance.

Pre-meeting

Call the meeting to order

Confirm quorum is present

Approve previous meeting minutes

Review and approve the agenda

Address conflicts of interest

Review financial statements and performance reports

Discuss strategic direction and objectives

Review any legal, regulatory, or compliance updates

Consider the approval of major contracts, transactions, or projects

Meeting



Discuss risk management and mitigation strategies

Review and approve budgets

Evaluate board and executive performance

Discuss succession planning

Address any shareholder concerns or correspondence

Review any proposed changes to governance policies

Discuss any other business

Prepare and circulate minutes of the meeting

Follow up on action items and decisions

Update company records and filings as necessary

Communicate decisions to relevant stakeholders

Schedule the next meeting

Post-meeting


