
Boardroom Readiness Workbook
A comprehensive guide designed for aspiring board directors, this workbook combines self-assessment 
tools, reflection prompts, readiness checklists, and stakeholder mapping exercises to prepare you for 
effective board service. Whether you're seeking your first board position or looking to enhance your 
governance capabilities, this resource will help you identify strengths, address gaps, and position yourself 
as a valuable board candidate.



Introduction: Why Boardroom Readiness 
Matters
Board service represents one of the most significant leadership responsibilities in an organisation. As a 
board member, you're entrusted with overseeing strategy, managing risk, and ensuring the organisation 
fulfils its mission while maintaining financial health. This level of responsibility demands thorough 
preparation4boardroom readiness isn't merely about securing a position; it's about ensuring you can 
contribute effectively once appointed.

The landscape of board governance has evolved dramatically in recent years. Today's boards face 
increasing scrutiny from shareholders, regulatory bodies, employees, and the public. Effective governance 
requires members who understand their fiduciary and ethical obligations, possess relevant skills and 
experience, and can navigate complex organisational dynamics. Preparation for these challenges is 
essential.

Clarify Purpose
Develop a clear 
understanding of why 
board service appeals to 
you and what specific 
contributions you can 
make.

Identify 
Capabilities
Assess your skills, 
experience, and 
knowledge against the 
requirements of effective 
board service.

Navigate Selection
Prepare for the board 
recruitment process, 
from networking to 
interviews and due 
diligence.

Build Relationships
Map stakeholders and 
develop strategies for 
effective engagement 
across diverse 
constituencies.

Being board-ready means having clarity about your motivations for service, understanding the specific 
value you bring to a board, and having developed the skills needed to contribute meaningfully to 
governance discussions. It also means being prepared for the unique dynamics of boardroom interactions, 
which differ significantly from executive leadership roles.

This workbook will guide you through each of these areas, providing practical tools and reflective exercises 
to enhance your boardroom readiness. By completing these activities, you'll not only position yourself more 
effectively for board opportunities but also ensure you're prepared to contribute meaningful value once 
appointed.



Understanding Board Roles and Responsibilities
Board service entails specific duties and obligations that distinguish it from executive roles. Understanding these 
responsibilities is fundamental to effective governance and represents the foundation of boardroom readiness. While 
the specific functions may vary across different types of boards, certain core responsibilities remain consistent.

Core Board Duties

Strategic oversight and long-term planning

Financial stewardship and resource allocation

Risk management and compliance monitoring

CEO selection, evaluation, and succession planning

Establishing and preserving organisational values

Ensuring stakeholder interests are represented

Board members operate under clear fiduciary and ethical obligations that must be understood and upheld. These 
include the duty of care (making informed decisions with appropriate diligence), duty of loyalty (acting in the 
organisation's best interest rather than personal interest), and duty of obedience (ensuring the organisation operates 
within its mission and complies with relevant laws).

Types of Boards

Board Type Key Characteristics Primary Focus

Corporate Legally mandated, shareholder 
representation

Shareholder value, corporate 
strategy, compliance

Nonprofit Mission-driven, volunteer 
members

Mission fulfilment, community 
impact, resource stewardship

Advisory Non-binding guidance, specialized 
expertise

Strategic counsel, networking, 
specific domain insights

Public Sector Government appointed, public 
accountability

Public service delivery, policy 
implementation, transparency

Importantly, board service involves collective decision-making. Unlike executive roles where individual authority may be 
clearly defined, board members exercise their influence through group deliberation and decision-making processes. 
This requires strong collaboration skills, the ability to build consensus, and comfort with group dynamics.

Effective board members understand the distinction between governance and management. While executives manage 
day-to-day operations, boards focus on oversight, strategy, and policy. Maintaining this distinction is crucial for 
organisational effectiveness and proper governance. Board members who cross into operational matters risk 
undermining executive authority and creating confusion about roles and responsibilities.



Self-Assessment: Motivation and Goals
Understanding your motivations for board service is a critical first step in your boardroom readiness 
journey. Clear motivations not only help you target appropriate opportunities but also enable you to 
articulate your interest convincingly to nominating committees and other stakeholders. This self-
assessment explores why you want to serve and what you hope to achieve through board participation.

"The question isn't just whether you're qualified to serve on a board, but why you want to serve and 
what unique value you'll bring." 4 Navigate Forward

Reflection Questions: Why Board Service?

Consider the following questions carefully, taking time to develop thoughtful responses that reveal your 
authentic motivations:

What specifically draws you to board service versus other leadership opportunities?

How does board service align with your career trajectory and professional development?

What personal values do you hope to express through board participation?

What experiences have prepared you for the governance role of a board member?

How will board service complement or enhance your current professional activities?

Alignment with Personal Values

Effective board service requires substantial commitment of time and energy. When your board service 
aligns with your personal values and interests, this commitment becomes more sustainable and rewarding. 
Complete the following exercise to explore this alignment:

Professional Growth
Identify three specific 
professional skills or 
experiences you hope to gain 
through board service. 
Consider how these will 
enhance your primary career.

Personal Values
List your core personal 
values (e.g., integrity, 
innovation, social impact). 
How would board service 
allow you to express and 
strengthen these values?

Legacy Goals
Describe the impact you 
hope to have through board 
service. What meaningful 
contribution do you aspire to 
make to an organisation or 
industry?

Understanding your motivations also helps you identify potential misalignments. Board service undertaken 
primarily for prestige, networking opportunities, or compensation without genuine interest in governance 
may lead to dissatisfaction and suboptimal contribution. By clarifying your authentic motivations now, you 
can pursue opportunities that will be truly fulfilling and allow you to add maximum value.



Personal Strengths Inventory
Effective board members bring a combination of executive competencies, leadership qualities, and specialised expertise to their governance 
roles. This inventory will help you identify and articulate your unique strengths relevant to board service, while also highlighting areas for 
potential development. This assessment serves both as preparation for board applications and as a tool for identifying professional 
development priorities.

Executive Competencies Assessment

Rate your experience and proficiency in each of the following areas on a scale of 1-5, where 1 represents limited experience and 5 represents 
exceptional expertise:

Competency Area Rating (1-5) Supporting Evidence

Strategic Planning

Financial Oversight

Risk Management

Executive Leadership

Change Management

Digital/Technology Transformation

International/Global Operations

For each competency where you rated yourself 4 or 5, document specific examples that demonstrate your expertise. These examples will be 
valuable when crafting your board CV and preparing for interviews.

Leadership and Influence Skills

Communication
Assess your ability to articulate complex ideas clearly, listen 
effectively, and adapt your communication style to different 
audiences4all crucial for boardroom discussions.

Collaboration
Evaluate your experience working in team environments, 
building consensus, and navigating group dynamics to achieve 
collective decisions.

Critical Thinking

Consider your capacity to analyse complex information, 
identify key issues, and make sound judgements based on 
incomplete information.

Innovation

Reflect on your ability to think creatively, challenge 
conventional wisdom, and propose novel solutions to 
organisational challenges.

Gap Analysis: Board Requirements

Boards typically seek members with specific competencies based on their strategic priorities and existing board composition. Review the 
following common board requirements and identify areas where you have strengths and where you might need development:

Industry expertise: Depth of knowledge in specific sectors relevant to the organisation

Functional expertise: Specialised knowledge in areas such as finance, legal, HR, or marketing

Governance experience: Previous board or committee service

Regulatory knowledge: Familiarity with relevant regulatory frameworks

International perspective: Experience working across different markets and cultures

Digital/technology acumen: Understanding of technological transformation and cybersecurity

Network access: Connections to key stakeholders or resources

This inventory provides a foundation for identifying your unique value proposition as a board candidate and for targeting opportunities that align 
with your strengths. It also highlights areas where additional development or experience might enhance your board readiness.



Experience Benchmarking Checklist
Boards seek members with demonstrated leadership experience and relevant expertise. This checklist helps you assess your experience against typical board requirements, 
identifying both strengths to highlight and potential gaps to address. Remember that while this benchmarking is valuable, boards also increasingly value diverse perspectives and 
non-traditional pathways to leadership.

Leadership Experience Review

Evaluate your executive and leadership experience using the following checklist. For each item, indicate whether you have substantial experience (S), moderate experience (M), or 
limited experience (L).

Leadership Experience Rating (S/M/L) Examples/Evidence

C-suite or equivalent senior leadership

P&L responsibility

Leading sizeable teams (50+ employees)

Strategic planning and implementation

Leading through significant 
change/transformation

Crisis management experience

International or cross-cultural leadership

Sectoral Expertise Assessment

Boards often seek specific expertise related to critical business functions. Rate your expertise in the following areas from 1-5, where 1 represents basic understanding and 5 
represents expert-level knowledge:

Financial Expertise

Financial statement analysis ___

Capital allocation decisions ___

Audit oversight ___

Investment evaluation ___

Legal/Regulatory Knowledge

Corporate governance requirements ___

Compliance frameworks ___

Risk management ___

Industry-specific regulation ___

Technology Acumen

Digital transformation ___

Cybersecurity oversight ___

IT governance ___

Emerging technologies ___

Previous Governance Experience

Prior governance experience, while not always required, can significantly enhance your board candidacy. Document your governance 
experience using the template below:

Governance Role Organisation Duration Key Contributions

Board Director

Committee Chair/Member

Advisory Board

Nonprofit Governance

Industry Association 
Leadership

Based on this benchmarking exercise, identify 3-5 areas of strength that would be most valuable to highlight in board applications, and 2-3 areas where additional experience or 
education might enhance your board candidacy. Remember that boards are increasingly recognising the value of diverse perspectives and non-traditional leadership pathways, so 
focus on articulating how your unique background would contribute to effective governance.



Boardroom Skills Self-Assessment
Beyond technical expertise and leadership experience, effective board service requires specific interpersonal and governance skills. These 
skills enable directors to contribute constructively to board discussions, navigate boardroom dynamics, and fulfil their governance 
responsibilities effectively. This assessment helps you evaluate your readiness in these critical areas and identify opportunities for 
development.

Boardroom Effectiveness Skills

Rate yourself on each skill using a scale of 1-5, where 1 indicates significant development needed and 5 indicates exceptional strength. For 
each rating, provide a brief example that demonstrates your capability.

Strategic Thinking

The ability to see the big picture, identify long-term implications, and 
connect disparate issues into a coherent strategic perspective.

Rating: ___ Example: _______________

Constructive Challenge

The confidence to ask probing questions, challenge assumptions, 
and express dissenting views respectfully and constructively.

Rating: ___ Example: _______________

Active Listening

Attentive focus on others' contributions, ability to synthesise diverse 
perspectives, and build upon others' ideas.

Rating: ___ Example: _______________

Conflict Management

Skill in navigating disagreements productively, finding common 
ground, and building consensus without sacrificing important 
principles.

Rating: ___ Example: _______________

Political Acumen

Understanding of power dynamics, ability to build alliances, and 
navigate complex stakeholder relationships effectively.

Rating: ___ Example: _______________

Judgement

Capacity to make sound decisions based on limited information, 
balancing risk and opportunity appropriately.

Rating: ___ Example: _______________

Boardroom Dynamics Readiness

Board effectiveness depends not just on individual skills but on how members work together as a collective. Assess your readiness for these 
dynamics:

Balancing Oversight and Support

How comfortable are you maintaining the balance between 
challenging management appropriately while also providing 
support and encouragement?

Speaking Up Effectively

Rate your ability to articulate views clearly and persuasively in 
group settings, particularly when expressing a minority 
perspective.

Collaborative Decision-Making
Assess your comfort with collective decision-making 
processes where your individual view may not always prevail.

Ethical Fortitude
Evaluate your willingness to take difficult stands on matters of 
principle, even when facing pressure to compromise.

Professional Development Opportunities

Based on your self-assessment, identify specific areas where you might benefit from further development. Consider these potential 
opportunities:

Board governance training programmes (e.g., Institute of Directors, Financial Times Board Director Programme)

Board apprenticeship or observer programmes

Mentoring relationships with experienced board members

Committee service as preparation for full board roles

Public speaking or executive presence coaching

Financial literacy or specialist governance courses

This self-assessment provides important insights into your readiness for the interpersonal and governance aspects of board service. Use these 
insights to focus your development efforts and to articulate your strengths effectively when pursuing board opportunities.



Board Interview Readiness Quiz
Board interviews differ significantly from executive job interviews. They focus heavily on governance perspective, strategic thinking, and cultural fit rather 
than operational expertise alone. This quiz presents common board interview scenarios to help you prepare for the unique challenges of the board 
selection process. Practice your responses to these questions, considering both content and delivery.

Strategic Governance Questions

These questions assess your understanding of the board's role in strategy and oversight:

Organisational Direction: "How would you approach evaluating whether the organisation's strategy is still appropriate given market changes?"1.

CEO Relationship: "Describe how you believe the relationship between the board and CEO should function."2.

Risk Oversight: "What do you consider the board's role in risk management, and how would you approach it?"3.

Strategic Resources: "How would you determine whether the organisation has the right resources to execute its strategy?"4.

Scenario-Based Questions

These situational questions explore how you would handle specific boardroom challenges:

Boardroom Conflict
"Describe how you would respond if you strongly disagreed with a 
position that the majority of the board appeared to support."

Executive Performance
"How would you approach a situation where you had concerns about 
the CEO's performance but other board members seemed satisfied?"

Ethical Dilemma
"Describe a situation where you faced an ethical challenge in a 
leadership role and how you handled it."

Crisis Management
"How would you contribute to the board's response if the organisation 
faced a sudden reputation crisis or significant market disruption?"

Personal Contribution Questions

These questions explore what unique value you would bring to the board:

"Based on our organisation's current challenges, what specific expertise or perspective would you contribute?"

"How does your experience prepare you to guide our organisation through its current strategic priorities?"

"What aspects of board service are you most passionate about, and why?"

"How do you stay informed about industry trends and governance best practices?"

Self-Assessment

After formulating your responses to these questions, evaluate them using the following criteria:

Assessment Criteria Strong Adequate Needs Work

Governance perspective (vs. 
management)

Strategic focus (vs. operational)

Balance of confidence and 
humility

Clarity and conciseness

Evidence of past experience

Understanding of the specific 
organisation

Successful board interviews demonstrate governance perspective, strategic thinking, and cultural alignment. Practice articulating your responses concisely, as board interviews often have 
limited time. Consider recording yourself or practising with a colleague who can provide feedback. Remember that boards are assessing not just your answers but how you deliver them4
looking for evidence of the collegiality, thoughtfulness, and good judgment essential for effective board participation.



Crafting Your Director Value Proposition
A compelling director value proposition clearly articulates the unique benefits you would bring to a board. Unlike executive role applications, which focus 
primarily on achievements and capabilities, your director proposition should emphasise how your specific expertise, perspective, and experience would 
enhance board governance and help address the organisation's strategic challenges. This section guides you through developing a clear, distinctive 
value proposition for board service.

Elements of a Strong Director Value Proposition

Your value proposition should address these key questions:

What specific expertise or perspective would you bring that complements the existing board?

How does your experience relate to the organisation's current strategic priorities and challenges?

What governance capabilities would you contribute to board effectiveness?

Why are you interested in this specific board rather than others?

Value Proposition Framework

Use this framework to develop your personal director value proposition:

Core Expertise
Identify 2-3 areas of distinctive expertise most relevant to board 
service (e.g., digital transformation, international expansion, risk 
management). Be specific about depth and relevance of experience.

Governance Perspective
Articulate your understanding of governance and how your leadership 
style aligns with board effectiveness. Include previous governance 
experience if applicable.

Strategic Insight
Demonstrate your capacity for strategic thinking and how your 
perspective would contribute to the board's role in guiding 
organisational direction.

Cultural Contribution
Describe the interpersonal qualities and values you would bring to 
boardroom dynamics and collective decision-making.

Example Messaging

Here are examples of effective value proposition statements:

"With 15 years of experience leading digital transformation in traditional industries, I bring practical insight into how technology can drive strategic 
advantage while managing associated risks. My approach combines innovation with pragmatism, ensuring governance that balances opportunity with 
appropriate oversight."

"My background building businesses across Asian markets provides valuable perspective on international expansion opportunities and cultural 
nuances critical to success in emerging economies. This experience, combined with my financial acumen from previous CFO roles, supports effective 
risk assessment and strategic resource allocation decisions."

Board Bio Template

A board bio differs from a traditional executive biography, focusing more explicitly on governance value and strategic perspective. Use this template to 
create your board bio:

Opening statement: Concise summary of your most relevant experience and expertise (1-2 sentences)1.

Governance perspective: Your approach to board service and any previous governance experience2.

Strategic value: Specific expertise most relevant to board oversight responsibilities3.

Leadership experience: Brief overview of senior leadership roles, emphasising strategic rather than operational aspects4.

Education and credentials: Relevant qualifications, including governance training5.

Your director value proposition should be customisable for different board opportunities while maintaining a consistent core. As you identify specific board 
opportunities, research the organisation's strategic priorities, challenges, and existing board composition to tailor your proposition appropriately.



Reflection Prompts: Learning from Past Leadership
Your leadership experiences4particularly how you've navigated challenges, managed risk, and collaborated with others4provide 
valuable insights into your readiness for board service. This reflective exercise invites you to examine key leadership experiences 
through a governance lens, drawing connections between your past experiences and the oversight role of a board director. These 
reflections will help you identify relevant examples to share during board interviews and applications.

Leadership Challenges and Growth

Reflect on significant leadership challenges you've faced and what they taught you about effective leadership:

Describe the most significant leadership challenge you've encountered. What made it particularly difficult?1.

How did you approach this challenge? What leadership principles guided your response?2.

What did you learn from this experience that has influenced your leadership approach?3.

How might these insights inform your approach to board governance?4.

Risk Management and Decision-Making

Board service requires sound judgement in evaluating risks and opportunities. Consider your experience in this area:

Strategic Risk
Describe a situation where you had to 
evaluate significant strategic risks. 
How did you assess them? What 
framework did you use for making the 
final decision?

Crisis Response
Reflect on your experience managing 
a crisis situation. What principles 
guided your response? How did you 
balance short-term needs with long-
term considerations?

Ethical Dilemmas
Consider a time when you faced 
competing priorities with ethical 
dimensions. How did you approach 
the situation? What values guided 
your decision-making process?

Collaboration and Influence

Board effectiveness depends on collaborative decision-making. Reflect on your experience in collective leadership:

Describe your most successful experience working as part of a leadership team or board. What made this collaboration effective?

How do you typically influence decisions when you don't have direct authority?

Recall a situation where you had to build consensus among stakeholders with competing interests. What approach did you take?

What have you learned about what makes collective decision-making processes effective or ineffective?

Learning and Adaptation

Boards operate in increasingly complex and changing environments. Consider your capacity for learning and adaptation:

Perspective Shifts

Describe an experience that 
significantly changed your 
perspective on leadership or 
business. How did this shift impact 
your approach?

Adapting to Change

Reflect on how you've adapted 
your leadership approach in 
response to changing business 
conditions. What enabled you to 
adapt effectively?

Learning from Others

Consider what you've learned from 
observing other leaders, both 
positive and negative examples. 
How have these observations 
shaped your own leadership?

These reflections serve multiple purposes: they help you identify relevant experiences to highlight in board applications and 
interviews; they illuminate areas where you have valuable governance perspective to offer; and they may reveal patterns in your 
leadership approach that indicate particular types of boards where you would add most value. Review your reflections to identify 3-5 
specific examples that best demonstrate your readiness for board governance responsibilities.



Evaluating Board Culture Fit
Board effectiveness depends not only on individual directors' capabilities but also on how well their working styles and values align with the board's culture. This 
section helps you assess your own preferences and identify the types of board cultures where you would contribute most effectively. Understanding cultural fit is 
valuable both for targeting appropriate opportunities and for preparing for the integration process once appointed.

Personal Governance Style Assessment

Reflect on your natural working style in governance or leadership team settings:

Decision-Making Approach

Do you prefer data-driven analysis or more intuitive approaches?

Are you comfortable making decisions with incomplete information?

How do you typically balance risk and opportunity?

Communication Style

Are you more direct or diplomatic in expressing views?

Do you process information better through discussion or reflection?

How do you typically respond to conflict or disagreement?

Engagement Approach

Do you tend to speak up early in discussions or observe before 
contributing?

How comfortable are you challenging prevailing views?

Do you prefer formal or informal interaction styles?

Values Priority

Which is more important to you: efficiency or thoroughness?

Do you prioritise innovation or stability?

How do you balance stakeholder interests when they conflict?

Board Culture Alignment Checklist

Different boards exhibit distinct cultural characteristics. Rate your alignment with each of these common board culture types from 1 (poor fit) to 5 (excellent fit):

Board Culture Type Key Characteristics Alignment (1-5)

Collegial/Consensus-Driven Values harmony, extensive discussion, 
relationship-building

Directive/Decisive Focused on efficiency, clear decisions, limited 
debate

Analytical/Deliberative Data-focused, methodical, comprehensive review

Strategic/Visionary Future-oriented, innovative, comfortable with 
ambiguity

Activist/Engaged Deeply involved, frequent interaction with 
management

Traditional/Formal Protocol-focused, hierarchical, structured 
processes

Red Flag Indicators

Based on your past experiences, identify potential warning signs that might indicate poor cultural fit:

1 Decision Process Misalignment
Consider past situations where you've been frustrated with how decisions 
were made in a group setting. What aspects of the process caused 
friction?

2 Communication Challenges
Reflect on team environments where you've found communication difficult 
or unproductive. What patterns created these challenges?

3 Values Conflicts
Identify past instances where organisational values conflicted with your 
personal values. How did this affect your engagement and effectiveness?

4 Leadership Tension
Consider relationships with past leaders or chairs that were particularly 
challenging. What dynamics contributed to these difficulties?

Understanding your preferences and potential culture fit issues allows you to make more informed decisions about which board opportunities to pursue. During the 
selection process, seek information about the board's working style through conversations with current or former directors, governance professionals, or careful 
observation during interviews. Remember that boards often benefit from diverse working styles, but extreme misalignment can diminish both your effectiveness and 
your satisfaction with board service.



Board Readiness Checklist
This comprehensive checklist helps you assess your overall readiness for board service and identify specific areas for further preparation. It encompasses essential 
qualifications, pre-board due diligence considerations, and documentation requirements. Use this as a practical tool to organise your board journey and track your 
progress toward boardroom readiness.

Essential Qualifications

Review these fundamental qualifications for board service. Mark each as "Ready," "In Progress," or "Needs Work":

Qualification Area Readiness Status Notes/Action Items

Senior leadership experience (C-suite or 
equivalent)

Strategic perspective and oversight experience

Financial literacy (ability to read financial 
statements)

Risk management experience

Governance knowledge (roles, responsibilities)

Industry expertise relevant to target boards

Specialised skills (digital, international, etc.)

Board-ready CV and professional profiles

Network for board opportunities

Pre-Board Due Diligence

Before accepting a board position, thorough due diligence is essential. Prepare to research these key areas:

Organisational Performance
Financial health, competitive position, growth trajectory, and key performance indicators.

Leadership Assessment
CEO track record, management team capabilities, succession planning, and board composition.

Risk Profile
Major risks facing the organisation, including financial, regulatory, reputational, and strategic risks.

Governance Practices
Board effectiveness, decision-making processes, committee structure, and director evaluation procedures.

Legal and Compliance
Pending litigation, regulatory issues, compliance history, and indemnification provisions.

Required Documentation Checklist

Ensure you have these essential documents prepared for board applications:

Board-Specific CV
Focused on governance experience, strategic leadership, and relevant 
expertise (not chronological work history).

Board Biography
Concise narrative highlighting governance value proposition (usually 250-
300 words).

Leadership Portfolio
Documentation of key achievements relevant to governance (may include 
case studies or testimonials).

Credentials Documentation
Educational qualifications, governance training, and relevant 
certifications.

Using this checklist, prioritise 3-5 key development areas to focus on in the near term. Create specific, actionable steps to address each priority area. Remember that 
board readiness is a journey rather than a destination; even experienced directors continue to develop their governance capabilities throughout their board service. 
Regular self-assessment against this checklist will help you track your progress and identify emerging areas for attention as your board journey evolves.



Essential Board Documents Template
An effective board orientation ensures new directors can contribute meaningfully from the start. This section outlines the essential documents 
typically included in a comprehensive board orientation binder, based on best practices adapted from governance expert Joan Garry. 
Understanding these documents will help you prepare for board service and identify what information to request when joining a new board.

Organisational Foundation Documents

These documents provide the fundamental framework for the organisation:

Mission, Vision, and Values statements: Core purpose and guiding principles

Articles of Incorporation/Charter: Legal establishment document

Bylaws: Rules governing the organisation's operation

Strategic Plan: Current strategic priorities and objectives

Organisational History: Key milestones and evolution

Organisational Chart: Reporting relationships and structure

Governance and Board Operations

These materials outline how the board functions:

Board Structure
Committee charters, membership lists, and reporting 
relationships between committees and the full board.

Board Policies
Governance guidelines, code of conduct, conflict of interest 
policy, confidentiality requirements, and other relevant policies.

Meeting Materials
Minutes from recent board and committee meetings, annual 
meeting calendar, and typical meeting agenda format.

Director Responsibilities
Role descriptions, time commitment expectations, liability 
coverage, and evaluation procedures.

Board Composition and Leadership

These documents help you understand your fellow board members:

Document Type Purpose Key Elements

Board Matrix Overview of board composition Director skills, demographics, tenure

Director Biographies Background on fellow directors Professional experience, expertise, other 
affiliations

Leadership Profiles Information on key executives CEO and executive team backgrounds 
and responsibilities

Contact Information Communication directory Board and executive contact details, 
preferred methods

Programme and Financial Information -These materials provide essential context on operations and financial 
health:

Programme Information

Programme descriptions and highlights

Impact reports and outcome metrics

Market position analysis

Customer/client feedback summaries

Financial Information

Current year budget and actuals

Previous year's audited financial statements

Investment policy and performance

Key financial indicators and trends

Funding


