
1 Adapted from Kiel et al, 2012, op cit., p 472.

Template 
board meeting agenda

A sample board agenda1

[Name of company]

Board meeting agenda

[date and time]

[location]

NO ITEM ESTIMATED TIME

1. In camera session 30 minutes

2. Meeting opening

2.1 Acknowledgement of Country

2.2 Acknowledgement of quorum and apologies

2.3 Director conflict of interest disclosures

- 2.3.1 Confirmation

- 2.3.2 Matters arising/action list

2.4 Previous minutes

2.5 Starring of items

30 minutes

3. Matters for decision

3.1 Major strategic decisions

3.2 Routine decisions

60–120 minutes
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NO ITEM ESTIMATED TIME

4. Matters for discussion

Strategic Performance Reports

4.1 CEO’s report

- 4.1.1 Current significant issues

- 4.1.2 Matters for approval

- 4.1.3 Update on strategic plan implementation

- 4.1.4 Major key performance indicators

- 4.1.5 Risk and compliance update

- 4.1.6 Matters for noting including discussions concerning...

4.2 CFO’s report

Board Operations

4.4 Committee minutes

- 4.4.1 Audit and risk committee

- 4.4.2 Governance committee

4.5 Other matters for discussion

4.6 Chair’s update

Professional Board Development

4.7 Presentations by management

Changes in operating environment

4.8 Disclosure of any strategic gossip known to Directors/executive

60–120 minutes

5. Matters for noting

5.1 Major correspondence

5.2 Common seal, if applicable

5.3 Updated board calendar

5.4 Other matters for noting

10 minutes

6. Meeting finalisation

6.1 Review of decisions and actions to be taken

6.2 Decisions/ items for public disclosure

6.3 Meeting evaluation

6.4 Next meeting

6.5 Meeting close

10 minutes
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JOIN OUR SOCIAL COMMUNITY

ACKNOWLEDGEMENT OF COUNTRY
The Australian Institute of Company Directors acknowledges the Traditional Custodians of the Lands on which we are located and 
pay our respects to the Elders, past and present. We acknowledge the First Nations people across this Country and recognise their 
unique cultural and spiritual relationships to the Skies, Land, Waters, and Seas and their rich contribution to society.  

ABOUT AICD
The Australian Institute of Company Directors is committed to strengthening society through world-class governance. We aim to be 
the independent and trusted voice of governance, building the capability of a community of leaders for the benefit of society. Our 
membership includes directors and senior leaders from business, government and not-for-profit sectors.

DISCLAIMER 
The material in this publication does not constitute legal, accounting or other professional advice. While reasonable care has been 
taken in its preparation, the AICD does not make any express or implied representations or warranties as to the completeness, 
reliability or accuracy of the material in this publication. This publication should not be used or relied upon as a substitute for 
professional advice or as a basis for formulating business decisions. To the extent permitted by law, the AICD excludes all liability 
for any loss or damage arising out of the use of the material in the publication. Any links to third party websites are provided for 
convenience only and do not represent endorsement, sponsorship or approval of those third parties, any products and services 
offered by third parties, or as to the accuracy or currency of the information included in third party websites. The opinions of those 
quoted do not necessarily represent the view of the AICD. All details were accurate.

COPYRIGHT 
Copyright strictly reserved. The text, graphics and layout of this guide are protected by Australian copyright law and the comparable 
law of other countries. The copyright of this material is vested in the AICD. No part of this material may, be reproduced or 
transmitted in any form, or by any means electronic or mechanical, including photocopying, recording or by any information storage 
and retrieval systems without the written permission of the AICD.

© Australian Institute of Company Directors 2025

For more information:

T: 1300 739 119 
E: policy@aicd.com.au 
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https://x.com/aicdirectors?lang=en
https://au.linkedin.com/school/australianinstituteofcompanydirectors/
https://www.facebook.com/AICDirectors/
http://instagram.com/aicdirectors

