Form 8.10
Sample Format for Board Briefing Report

Note to reader: A board briefing report (sometimes called a decision support briefing note to the board) is used by the board to ensure recommendations that come before the board address and present relevant information for the board's consideration. It is a useful tool for recommendations from board committees even in circumstances where a committee report is being provided to the board. It is also appropriate where recommendations from management are being presented to the board. The typical headings might be as shown on the following page.

	
	

Board Briefing Report

Title:  
	

	
	Presented by:
	

	
	Date of Board Meeting:
	

	
	Chronology of Previous Board/Committee Consideration:
	

	
	Staff Resources:
	

	
	By-law or Board Policy Reference:
	

	
	Legislation
	


Issue

[Short description of issue or objective.]

Recommendation

[Usually stated in the form of the motion that will appear in the minutes — there may be circumstances where the board is asked to consider more than one option and neither management nor the relevant committee is recommending a preferred option.]

Background/Introduction

[Overview of chronology, process or circumstances leading to recommendation.]

Analysis

[Scope of analysis will depend on the nature of the issue, but may include sub-headings such as those set out below.]
· Legislative Framework 
· Legal Analysis
· Financial Analysis
· Risks
· Options Considered and Evaluation (Pros and Cons) of each option

· Stakeholder Implications

Questions for Board to Consider

[There may be specific questions the board needs to consider and answer to evaluate and/or formulate its recommendation. It may be helpful to set these out to guide directors in their pre-meeting consideration of the issue.]

Implementation Strategy

[Any matters to be addressed or steps to be taken to implement the recommendation.]

Summary and Recommendation[image: image1.png]
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