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Disclaimer 

The information, templates and guidance contained in this toolkit are provided for 

educational, professional development and operational support purposes only. While 

every effort has been made to ensure accuracy and practicality, the author makes no 

guarantees regarding the suitability of these templates for every organisation, regulatory 

environment or governance structure. Users are encouraged to adapt the templates to 

align with their organisation's policies, governance requirements, regulatory obligations 

and reporting standards. The author shall not be liable for any loss, claim, liability or 

damage arising directly or indirectly from the use of this publication. 

The Executive Minutes Toolkit™ is designed to provide practical frameworks and 

professional guidance to support effective meeting documentation. It should be used 

alongside sound professional judgement, organisational policies and applicable 

governance requirements. 

By EDE 
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INTRODUCTION 

Why Templates Matter More Than Most Professionals Realise 

One of the most frustrating experiences for many Human Resources professionals, 

Administrative Personnel, Executive Assistants and Secretaries is staring at a blank page at 

the end of meetings. Your notes are scattered across multiple pages. Discussions moved 

rapidly between agenda items. Decisions were made. Responsibilities were assigned. 

Deadlines were agreed. Yet the task of transforming all that information into a professional 

document has only just begun. For many professionals, this is where the real challenge 

starts. The difficulty is often not lack of writing ability. Rather, it is the absence of a clear 

structure. Without an established format, valuable time is spent deciding where discussions 

should be placed, how resolutions should be written and how information should be 

organised. The result is often inconsistency, avoidable corrections and unnecessary delays. 

This is why templates matter. Professional templates eliminate guesswork. They provide 

structure before drafting begins. They promote consistency across meetings, improve 

readability and ensure that key governance elements are not overlooked. Most importantly, 

templates allow the secretary to focus on capturing the substance of discussions rather than 

worrying about document design. The templates contained in this resource have been 

developed using the principles outlined in The Board-Grade Minutes Framework™. They 

are designed to support Management Meetings, Management Committee Meetings, Board 

Committee Meetings, Board of Directors’ Meetings, Strategy Planning Sessions and other 

executive deliberations. 

These templates are professional foundations that can be adopted to suit the governance 

requirements, reporting standards and organisational preferences of individual institutions. 

Used consistently, they will significantly reduce drafting time while improving the quality, 

presentation and professionalism of meeting documentation. The objective is simple: Less 

time struggling with format. More time producing board-grade documentation.
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TEMPLATE 1 

MANAGEMENT MEETING MINUTES TEMPLATE™ 

 

1.0 Meeting Information 

Item Details 

Meeting Title Management Meeting 

Date [Insert Date] 

Time [Insert Time] 

Venue [Insert Venue] 

Chairperson [Insert Name] 

Secretary [Insert Name] 

 

2.0 Attendance 

S/N Name Designation Signature 

1 
   

2 
   

3 
   

4 
   

 

2.1 Apologies 

The following apologies were received and noted by Management: 

S/N Name Designation 

1 
  

2 
  

 

3.0 Opening 
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The meeting commenced at [Insert Time] with an opening prayer led by [Insert Name]. 

The Chairperson welcomed members and thanked them for their attendance and continued 

commitment to the objectives of the organisation.  

4.0 Adoption of Agenda 

 Agenda for the meeting was reviewed and adopted  

5.0 Review of Previous Minutes 

The minutes of previous Management Meeting held on [Insert Date] was reviewed and was 

adopted following a motion moved by [name and designation] and seconded by [name and 

designation].  

 

6.0 Matters Arising 

Management reviewed matters arising from previous meeting action points and received 

updates on implementation progress. 

6.1 [Matter Arising Heading] 

Issue 

Provide context regarding the matter under review. 

Discussion 

Capture updates, observations, challenges, concerns and comments raised during 

deliberations. 

Direction 

Document any guidance, instructions or recommendations provided by 

Management. 

Resolution 

Management resolved that: 

a. ______________________________________ 

b. ______________________________________ 

c. ______________________________________ 

 

7.0 Management Deliberations 

7.1 [Agenda Heading] 
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Issue 

Provide a concise background explaining why the matter was presented for 

Management consideration. 

Discussion 

Document key deliberations, observations, concerns, recommendations and 

perspectives expressed by members. The discussion should clearly reflect the flow 

of deliberations and demonstrate how Management arrived at its conclusions. 

Direction 

Capture any guidance, instructions or expectations communicated by Management 

during discussions. 

Resolution 

Following extensive deliberations, Management resolved that: 

a. ______________________________________ 

b. ______________________________________ 

c. ______________________________________ 

 

7.2 [Agenda Heading] 

Issue 

Provide relevant context and background information. 

Discussion 

Document the substance of deliberations. 

Direction 

Capture guidance provided by Management. 

Resolution 

Management resolved that: 

a. ______________________________________ 

b. ______________________________________ 
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8.0 Any Other Business (AOB) 

Having exhausted all issues under matters arising, the Chairperson invited members to 

present any additional matters requiring discussion. 

8.1 [AOB Heading] 

Issue 

State the matter presented. 

Discussion 

Capture key deliberations. 

Direction 

Document Management guidance. 

Resolution 

Management resolved that: 

a. ______________________________________ 

b. ______________________________________ 

 

 

9.0 Closing Remarks and Adjournment 

There being no further business for deliberation, the Chairperson thanked members for 

their active participation, valuable contributions and continued commitment to advancing 

the objectives of the organisation. the meeting was formally adjourned at [Insert Time] 

following a motion for adjournment moved by [Name/designation] and seconded by 

[Name/designation]. 

 

 

Prepared By                                                                     Approved By:  
Name:                                                                               Name: 
Designation:                                                                      Designation: 
Date:                                  Date: 
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Action Points Register 

S/N Action 

Item 

Responsible 

Officer 

Timeline Reporting 

Requirement 

Status 

1 
     

2 
     

3 
     

 

 

This template is designed for weekly, bi-weekly and monthly Management Meetings. 

To achieve board-grade documentation quality: 

1. Apply the Deliberation Flow Principle™ consistently by documenting the Issue, 

Discussion, Direction and Resolution for every substantive agenda item.  

2. Ensure every major discussion concludes with a clearly stated resolution.  

3. Capture the rationale behind decisions rather than merely documenting conclusions.  

4. Reflect leadership concerns, priorities and expectations appropriately throughout the 

deliberations.  

5. Apply The Third-Party Test™ before submission. A reader who did not attend the 

meeting should be able to understand what was discussed, why it was discussed, what 

decisions were reached and what actions are expected.  

6. Maintain institutional language throughout the document and avoid conversational 

expressions.  

7. Ensure all action points are assigned to responsible Personnel and supported by 

timelines as agreed. 

This template should be used alongside the Board-Grade Minutes Framework™ for best 

results 
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TEMPLATE 2 

MANAGEMENT COMMITTEE MINUTES TEMPLATE™ 

This is different from an ordinary management meeting because committees are usually 

established to focus on a specific function, such as: 

• Credit Committee  

• Audit Committee  

• Risk Management Committee  

• Procurement Committee  

• Disciplinary Committee  

• Recruitment Committee  

• Asset & Liability Committee  

• Staff Welfare Committee  

The documentation therefore needs to reflect deeper analysis and recommendations. 

 

MANAGEMENT COMMITTEE MINUTES TEMPLATE™ 

1.0 Meeting Information 

Item Details 

Committee Name [Insert Committee Name] 

Date [Insert Date] 

Time [Insert Time] 

Venue [Insert Venue] 

Chairperson [Insert Name] 

Secretary [Insert Name] 
 

2.0 Attendance 

S/N Name Designation Signature 

1 
   

2 
   

3 
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2.1 Apologies 

The following apologies were received and noted (if any) 

S/N Name Designation 

1 
  

2 
  

 

3.0 Opening 

The meeting commenced at [Insert Time] with opening formalities led by the Chairperson. 

(Mention who led the opening prayer). 

Members were welcomed to the meeting; the agenda was reviewed and adopted. The 

Chairperson reiterated the Committee's mandate and the objectives of the meeting. 

(You may have a heading ‘’ Adoption of Agenda’’ and outline the agenda) 

 

4.0 Review of Previous Minutes 

The minutes of the previous Committee Meeting held on [Insert Date] was reviewed and 

confirmed as a true and accurate record of proceedings. The Committee subsequently 

reviewed action points arising from previous deliberations and received progress updates 

on implementation status. 

 

5.0 Matters Arising 

The Committee reviewed outstanding matters arising from previous Committee 

deliberations. 

5.1 [Matter Arising Heading] 

Issue 

Provide context and background regarding the matter. 

Discussion 

Document updates, observations, concerns and progress reports presented to the 

Committee. 

Direction 

Capture guidance provided by Committee members. 

Resolution 
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The Committee resolved that: 

a. __________________________________ 

b. __________________________________ 

c. __________________________________ 

 

6.0 Committee Deliberations 

6.1 [Agenda Heading] 

Issue 

Provide sufficient context and background information. 

Discussion 

Document the deliberations, concerns, observations, analysis and recommendations 

presented by members. Where relevant, include: 

• Risks identified  

• Compliance implications  

• Operational impact  

• Financial implications  

• Policy considerations  

Direction 

Document guidance issued by the Committee. 

Resolution 

Following extensive deliberations, the Committee resolved that: 

a. __________________________________ 

b. __________________________________ 

c. __________________________________ 

Recommendation to Management / Board (Where Applicable) 

The Committee recommended that:(document the recommendation) 
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6.2 [Agenda Heading] 

Issue 

Provide context. 

Discussion 

Document deliberations. 

Direction 

Capture Committee guidance. 

Resolution 

The Committee resolved that: 

a. __________________________________ 

b. __________________________________ 

 

7.0 Recommendations Requiring Higher Approval 

Where applicable, the Committee documented matters requiring approval by Management, 

Executive Leadership or the Board. 

S/N Recommendation Recommended By Approval Required From 

1 
   

2 
   

 

9.0 Adjournment 

There being no further business for deliberation, the meeting was formally adjourned at 

[Insert Time]. The Chairman thanked members for their contributions and commitment to 

the Committee's responsibilities. [ Indicate where there was closing prayer] 

 

 

 

 

____________________________                 ___________________________ 
              Chairman                                  Secretary 
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                                      Action Points Register 

S/N Action 
Item 

Responsible 
Officer 

Timeline Reporting 
Requirement 

Status 

1 
     

2 
     

3 
     

 

This template is designed for Committee-level governance meetings where deeper analysis, 

review and recommendations are required before matters proceed to Management or the 

Board. When documenting Committee deliberations: 

• Capture not only decisions but also the rationale supporting recommendations.  

• Document risks, compliance concerns and governance implications where 

applicable.  

• Clearly distinguish between Committee resolutions and recommendations requiring 

higher approval.  

• Ensure recommendations are specific and supported by deliberation.  

• Apply The Third-Party Test™ before submission.  

• Use institutional language throughout the document.  

• Maintain a clear distinction between operational observations and governance 

recommendations.  

Committee minutes should demonstrate analytical depth, sound judgement and a clear 

audit trail for future reference. 
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TEMPLATE 3 

BOARD COMMITTEE MINUTES TEMPLATE™ 

(Applicable to Audit Committee, Risk Committee, Credit Committee, Finance 

Committee, Human Resource Committee and other Board Committees.) 

 

1.0 Meeting Information 

Item Details 

Committee Name [Insert Committee Name] e.g. Audit 
committee 

Date [Insert Date] 

Time [Insert Time] 

Venue [Insert Venue] 

Chairperson [Insert Name] 

Secretary [Insert Name] 
 

2.0 In Attendance were the following: 

S/N Name Designation Signature 

1 
   

2 
   

3 
   

 

2.1 Apologies 

The following apologies were received and noted: 

S/N Name Designation Reason for Appology 

1 
 

 
 

2 
 

 
 

 

3.0 Commencement 

The meeting commenced at [Insert Time]. The Committee Chairperson welcomed 

members and confirmed that the required quorum was present. The agenda was reviewed 

and adopted, following which the Chairperson outlined the key objectives and governance 

priorities for the meeting. 

(You may have a heading ‘’ Adoption of Agenda’’ and outline the agenda) 
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4.0 Confirmation of Previous Minutes 

The minutes of last Board Committee Meeting held on [Insert Date] was reviewed and 

confirmed as a true and accurate record of proceedings. Following a motion moved by 

[Name/ designation] and seconded by [Name/Designation] The Committee subsequently 

reviewed outstanding action points and implementation progress arising from previous 

resolutions. 

 

5.0 Matters Arising 

The Committee reviewed outstanding matters arising from previous meetings and 

received updates on implementation status. 

5.1 [Matter Arising Heading] 

Provide background information and context. 

 

Issue 

Document updates received, observations made by members, concerns raised and 

clarifications sought. 

Discussion 

Capture guidance issued by the Committee. 

Resolution 

The Committee resolved that: 

a. ___________________________________ 

b. ___________________________________ 

c. ___________________________________ 

 

6.0 Committee Deliberations 

[Give a brief background of the matter] 

6.1 [Agenda Heading] 

Provide sufficient context and explain why the matter is before the Committee. 

Deliberation 

Capture: 
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• Key observations  

• Questions raised by members  

• Risks identified  

• Governance implications  

• Compliance considerations  

• Strategic concerns  

• Clarifications provided  

The deliberation should clearly demonstrate how the Committee arrived at its 

conclusions. 

Direction 

Document guidance provided by the Committee. 

Resolution 

Following extensive deliberations, the Committee resolved that: 

a. ___________________________________ 

b. ___________________________________ 

c. ___________________________________ 

Recommendation to the Board 

Where applicable: 

The Committee recommended that the Board consider and approve the following: 

[document recommendation(s)] 

 

6.2 [Agenda Heading] 

[Give a brief background of the issue] 

Issue 

Provide context. 

Deliberation 

Document Committee discussions. 

Direction 
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Capture Committee guidance. 

Resolution 

The Committee resolved that: 

a. ___________________________________ 

b. ___________________________________ 

 

7.0 Risk, Compliance and Governance Observations 

The Committee documented significant observations requiring ongoing monitoring and 

management attention. 

S/N Observation Risk Level Responsible Person(s) 

1 
   

2 
   

 

8.0 Recommendations Requiring Board Approval 

The following recommendations were approved for presentation to the Board: 

S/N Recommendation Proposed By Approval Required 

1 
 

Committee 
 

2 
 

Committee 
 

 

9. Closing and Adjournment 

The Chairperson thanked members for their valuable contributions and commitment to 

effective governance oversight. There being no further business for consideration, the 

meeting was formally adjourned at [Insert Time]. 

 

Prepared By                                                                             Reviewed By 

Name:                                                                                       Name: 

Committee Secretary:                                                                Committee Chairman 

Date:                                                                                         Date: 

Sign:                                                                                          Sign: 
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Action Points  

S/N Action 
Item 

Responsible 
Officer 

Timeline Reporting 
Requirement 

Status 

1 
     

2 
     

3 
     

 

Board Committee Minutes differ significantly from Management Minutes. At Committee 

level, documentation should demonstrate: 

Governance Oversight: Capture how the Committee exercised its oversight 

responsibilities. 

Risk Awareness: Document significant risks identified during deliberations. 

Compliance Monitoring: Record discussions relating to regulatory obligations, policy 

compliance and governance requirements. 

Recommendation Tracking: Clearly distinguish between: 

• Committee Decisions  

• Committee Recommendations  

• Board Approvals Required  
 

Deliberation Depth: Board Committees are expected to analyse issues more rigorously 

than management teams. The minutes should therefore reflect: 

• Critical questioning  

• Alternative viewpoints  

• Risk considerations  

• Governance concerns  

• Strategic implications  
A well-written Board Committee minute should allow a Board member who was absent 

to understand not only what was decided, but why the recommendation was made. 
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TEMPLATE 4 

BOARD OF DIRECTORS MEETING MINUTES TEMPLATE™ 

 

1.0 Meeting Information 

Item Details 

Meeting Title Board of Directors Meeting 

Date [Insert Date] 

Time [Insert Time] 

Venue [Insert Venue] 

Chairperson [Insert Name] 

Secretary [Insert Name] 

 

2.0 Attendance 

S/N Name Position Signature 
1 

   

2 
   

3 
   

2.1 Apologies 

The following apologies were received and noted: 

S/N Name Position 
1   
2   

 

3.0 Call to Order and Opening Remarks 

The Board Chairperson called the meeting to order at [Insert Time], welcomed members 

and confirmed that the required quorum was present in accordance with the institution's 

governance requirements.  

3.1 Adoption of Agenda 

The agenda was reviewed and adopted following minor amendments where 

applicable. the Chairperson highlighted key strategic priorities, governance matters 

and areas requiring Board attention during the meeting. 
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4.0 Confirmation of Previous Minutes 

The minutes of previous Board Meeting held on [Insert Date] was reviewed and 

confirmed as a true and accurate record of proceedings following a motion of adoption 

moved by [insert name/ position] and seconded by [insert name/ position]. The Board 

subsequently reviewed matters arising and received updates on the implementation status 

of previous resolutions. 

 

5.0 Matters Arising 

5.1 [Matter Arising Heading] 

Issue 

Provide context and background. 

Deliberation 

Capture updates received, observations made by Directors, concerns raised and 

clarifications provided. 

Direction 

Document guidance provided by the Board. 

Resolution 

The Board resolved that: 

a. ___________________________________ 

b. ___________________________________ 

c. ___________________________________ 

 

6.0 Executive Director's Report 

The Executive Director presented the Management Report covering organisational 

performance, strategic initiatives, operational developments, emerging risks and significant 

achievements during the reporting period. 

6.1 Executive Director's Report 

Issue 

Summarise the report presented to the Board. 

Deliberation 
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Capture observations, questions, concerns and comments raised by Directors. 

Direction 

Document guidance provided by the Board. 

Resolution 

The Board resolved that: 

a. ___________________________________ 

b. ___________________________________ 

c. ___________________________________ 

 

7.0 Financial and Performance Review 

7.1 Financial Performance 

Issue 

Present the financial report. 

Deliberation 

Document discussions regarding: 

• Revenue performance  

• Portfolio quality  

• Budget performance  

• Liquidity position  

• Profitability  

• Financial sustainability  
Direction 

Capture Board guidance. 

Resolution 

The Board resolved that: 

a. ___________________________________ 

b. ___________________________________ 

 

8.0 Strategic and Governance Matters 

8.1 [Strategic Agenda Item] 
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Issue 

Provide strategic context. 

Deliberation 

Document Board discussions relating to: 

• Long-term impact  

• Organisational sustainability  

• Stakeholder implications  

• Strategic alignment  

• Governance considerations  
Direction 

Capture Board guidance. 

Resolution 

The Board resolved that: 

a. ___________________________________ 

b. ___________________________________ 

c. ___________________________________ 

 

9.0 Risk and Compliance Oversight 

9.1 Risk and Compliance Report 

Issue 

Summarise key risks, compliance matters and regulatory updates presented. 

Deliberation 

Document: 

• Risks identified  

• Regulatory concerns  

• Internal control issues  

• Compliance observations  

• Mitigation measures proposed  
Direction 

Capture Board guidance. 

Resolution 

The Board resolved that: 
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a. ___________________________________ 

b. ___________________________________ 

 

 

10.0 Board Resolutions Register 

The following resolutions were formally approved during the meeting: 

S/N Resolution Responsible Person(s) Timeline 

1 
   

2 
   

3 
   

 

 

11.0 Any Other Business (AOB) 

The Chairperson invited members to present any additional matters requiring Board 

consideration. 

11.1 [AOB Heading] 

Issue 

Provide context. 

Deliberation 

Document Board discussions. 

Direction 

Capture guidance provided. 

Resolution 

The Board resolved that: 

a. ___________________________________ 

b. ___________________________________ 

 

12.0 Closing Remarks and Adjournment 
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There being no further business for deliberation, the Chairperson expressed appreciation 

to Directors and Management for their contributions and commitment to strengthening 

the institution's governance, performance and long-term sustainability. The meeting was  

 

 

formally adjourned at [Insert Time] following a motion moved by [Name / Position] and 

seconded by [ Name/position] 

 

 

13.0 Sign-Off 

Prepared By:                                                                           Reviewed By: 

Name:                                                                                       Name: 

Company Secretary / Board Secretary:                                      Board Chairperson: 

Date:                                                                                         Date: 

 

Approved By 

Name: 

Board Chairperson 

Date: 

 

                              14.0 Action Points Register 

S/N Action 
Item 

Responsible 
Officer 

Timeline Reporting 
Requirement 

Status 

1 
     

2 
     

3 
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BOARD SECRETARY'S GUIDANCE NOTE™ 

Board Minutes are among the most important governance documents within any 

organisation. They serve as the official record of Board oversight, strategic direction and 

institutional accountability. When preparing Board Minutes: 

Focus on Deliberations, Not Conversations: Capture the Board's reasoning, concerns, 

analysis and decision-making process rather than individual comments alone. 

Reflect Governance Thinking: Board members are primarily concerned with: 

• Strategy  

• Risk  

• Sustainability  

• Compliance  

• Accountability  

• Organisational Performance  
These themes should be evident throughout the documentation. 

Maintain Objectivity: Minutes should remain factual, professional and free from personal 

opinions. 

Document Decisions Clearly: Every major discussion should conclude with a clearly 

identifiable resolution. 

Apply the Third-Party Test™ 

A regulator, auditor, donor, investor or future Board member should be able to 

understand: 

• What was discussed  

• Why it was discussed  

• What concerns emerged  

• What decisions were reached  

• What actions are expected  
A well-written Board Minute preserves institutional memory, strengthens governance and 

demonstrates accountability. 
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TEMPLATE 5 

STRATEGY PLANNING SESSION MINUTES TEMPLATE™ 

(Applicable to Annual Strategy Sessions, Mid-Term Strategy Reviews, Institutional Planning Retreats, 

Strategy Alignment Workshops and Organisational Planning Sessions.) 

 

1.0 Session Information 

Item Details 

Session Title Strategy Planning Session 

Date [Insert Date] 

Time [Insert Time] 

Venue [Insert Venue] 

Facilitator [Insert Name] 

Secretary [Insert Name] 

 

2.0 In Attendance were 

S/N Name Designation Signature 

1 
   

2 
   

3 
   

 

2.1 Apologies 

The following apologies were received and noted (If Any) 

S/N Name Designation 

1 
  

2 
  

 

3.0 Commencement 

The Strategy Planning Session commenced at [Insert Time]. The Facilitator welcomed 

participants and outlined the objectives of the session. Participants were reminded that 

the purpose of the session was to evaluate the organisation's current position, identify 

emerging opportunities and challenges, and agree on strategic priorities that would guide 

future decision-making and organisational growth. The agenda was subsequently reviewed 

and adopted. 
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4.0 Review of Previous Strategy Commitments 

Management reviewed commitments, priorities and action plans arising from previous 

strategy sessions. Updates were received regarding implementation progress, achievements 

recorded, lessons learned and areas requiring further attention and amendments 

4.1 [Strategic Commitment] 

Issue 

Provide context regarding the commitment under review. 

Deliberation 

Document achievements, challenges, lessons learned and observations made by 

participants. 

Direction 

Capture guidance provided by participants and session facilitators. 

Resolution 

The Session resolved that: 

a. ___________________________________ 

b. ___________________________________ 

c. ___________________________________ 

 

5.0 Environmental and Organisational Review 

5.1 Internal Assessment 

Issue 

Present internal organisational realities requiring consideration. 

Deliberation 

Capture discussions relating to: 

• Organisational performance  

• Human resources  

• Financial sustainability  

• Operational effectiveness  

• Institutional capacity  
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• Technology and systems  

• Governance structures  
 
 

Direction 

Document key strategic observations and recommendations. 

Resolution 

The Session resolved that: 

a. ___________________________________ 

b. ___________________________________ 

 

5.2 External Assessment 

Issue 

Present external factors affecting organisational performance. 

Deliberation 

Capture discussions relating to: 

• Regulatory developments  

• Economic conditions  

• Industry trends  

• Stakeholder expectations  

• Emerging opportunities  

• Emerging threats  
Direction 

Document strategic guidance provided. 

Resolution 

The Session resolved that: 

a. ___________________________________ 

b. ___________________________________ 
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6.0 Strategic Priorities and Institutional Direction 

6.1 [Strategy Pillar] 

Issue 

Present the strategic theme or pillar under consideration. 

Deliberation 

Document discussions relating to: 

• Strategic objectives  

• Desired outcomes  

• Success indicators  

• Resource requirements  

• Implementation considerations  
Direction 

Capture strategic guidance agreed by participants. 

Resolution 

The Session resolved that: 

a. ___________________________________ 

b. ___________________________________ 

c. ___________________________________ 

 

6.2 [Strategic Pillar] 

Issue 

Provide context. 

Deliberation 

Document key discussions. 

Direction 

Capture strategic direction. 
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Resolution 

The Session resolved that: 

a. ___________________________________ 

 

b. ___________________________________ 

 

7.0 Strategic Risks and Critical Assumptions 

7.1 Strategic Risk Assessment 

Issue 

Present identified risks that may affect implementation of strategic priorities. 

Deliberation 

Document: 

• Risks identified  

• Potential impact  

• Likelihood  

• Mitigation considerations  

• Assumptions underlying strategic plans  
Direction 

Capture guidance provided. 

Resolution 

The Session resolved that: 

a. ___________________________________ 

b. ___________________________________ 

 

8.0 Strategic Action Plan 

The following strategy actions were approved for implementation: 

S/N Strategy Initiative Responsible Lead Timeline Success Indicator 

1 
    

2 
    

3 
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9.0 Key Strategy Resolutions 

The following strategy resolutions were adopted during the session: 

S/N Resolution Strategy Pillar 

1 
  

2 
  

3 
  

 

10.0 Next Steps and Follow-Up Mechanism 

Participants agreed on implementation monitoring arrangements and reporting 

expectations. Management staff were directed to provide periodic departmental updates on 

progress against approved strategy initiatives and priorities. 

 

11.0 Closing Remarks and Adjournment 

The Facilitator thanked participants for their active engagement, insightful contributions 

and commitment to advancing the organisation's long-term vision and strategy aspirations. 

Participants reaffirmed their commitment to supporting implementation of the agreed 

priorities. There being no further business, the Strategy Planning Session formally came to 

a close at [Insert Time]. 

 

12.0 Sign-Off 

 

Prepared By:                                                     Reviewed By: 

Name:                                                                Name: 

Secretary:                                                            Executive Director / Board Chairperson 

Date:                                                                   Date: 

 

Approved by: 

Name: 

Executive Director / Board Chairperson 

Date: 
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GUIDANCE NOTE 

Strategy Planning Session Minutes differ significantly from ordinary meeting minutes. The 

primary objective is not merely to document decisions but to preserve the organisation's 

strategy process. When documenting strategy sessions: 

Capture Strategic Reasoning: Document not only what was agreed but why it was agreed. 

Preserve Institutional Vision: Ensure that discussions relating to future direction, growth 

aspirations and organisational priorities are captured clearly. 

Record Strategic Assumptions: Many strategic decisions are based on assumptions 

regarding markets, funding, regulation, technology or stakeholder behaviour. These 

assumptions should be documented where relevant. 

Focus on Long-Term Impact: Strategy sessions are future-oriented. The minutes 

should therefore emphasise long-term outcomes rather than routine operational matters. 

Document Strategic Commitments Clearly: Every strategic initiative should have: 

• Ownership  

• Timelines  

• Expected outcomes  

• Monitoring arrangements  
A well-written Strategy Planning Session Minute becomes an institutional roadmap that 

guides implementation long after the session has ended. 
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HOW TO CUSTOMISE ANY TEMPLATE TO FIT YOUR ORGANISATION™ 

One Template, Multiple Industries 

One of the biggest mistakes professionals make when using templates is assuming they 

must find a template designed specifically for their organisation or industry. In reality, 

professional meeting minutes follow universal governance principles regardless of the 

type of organisation involved. Whether you work in a: 

• Microfinance Institution  

• Commercial Bank  

• NGO  

• Cooperative Society  

• School  

• Church  

• Manufacturing Company  

• Consulting Firm  

• Healthcare Organisation  

• Government Agency  

• Start-up Business  
the core purpose of meeting minutes remains the same: To accurately document 

deliberations, decisions, responsibilities and institutional direction. The templates provided 

in this toolkit were intentionally designed to be adaptable across multiple sectors and 

organisational structures. This section will show you how to customise them quickly and 

professionally. 

 

Customisation Principle 1 

Replace Industry-Specific Language 

The easiest way to customise a template is by replacing industry-specific terminology with 

language relevant to your organisation. 

Examples:  

Microfinance Institution: Loan Portfolio Performance Review 

School Environment: Student Academic Performance Review 

NGO Environment: Programme Implementation Performance Review 

Church Environment: Ministry Performance and Outreach Review 

Manufacturing Environment: Production Performance Review 
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The structure remains unchanged. Only the terminology changes. 

 

Customisation Principle 2 

Adapt the Agenda Headings 

The framework remains constant. The agenda headings change. 

Examples: 

An NGO may discuss: 

• Donor Reporting  

• Programme Delivery  

• Stakeholder Engagement  

• Project Performance  
 

A School may discuss: 

• Academic Performance  

• Student Welfare  

• Curriculum Development  

• Staff Development  
 

A Microfinance Institution may discuss: 

• Portfolio Quality  

• Delinquency Management  

• Branch Performance  

• Loan Recovery  
 
Different subjects. Same governance structure. 

 

Customisation Principle 3 

Preserve the Deliberation Flow 

Regardless of industry, every agenda item should continue to follow: 

Issue 

What matter was presented? 

Deliberation 
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What observations, concerns and discussions emerged? 

Direction 

What guidance was provided? 

Resolution 

What final decision was reached? 

Never alter this structure. It is one of the key elements that create board-grade 

documentation. 

 

Customisation Principle 4 

Adapt Designations and Governance Titles 

Every organisation uses different titles. 

Simply substitute titles where necessary. 

Example 

Microfinance Institution 

• Executive Director  

• Head of Operations  

• Area Manager  
 
Corporate Organisation 

• Chief Executive Officer  

• Chief Operating Officer  

• Departmental Manager  

 
School 

• Proprietor  

• Principal  

• Vice Principal  
 
Church 

• Senior Pastor  

• Associate Pastor  

• Church Administrator  
The documentation framework remains unchanged. 
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Customisation Principle 5 

Adjust Reporting and Accountability Structures 

The Action Points Register should reflect how accountability operates within your 

organisation. 

Example 

A Corporate Organisation may use: 

| Action Item | Responsible Person(s) | Timeline | Status | 

 

A Project-Based NGO may prefer: 

| Action Item | Project Lead | Due Date | Donor Reporting Requirement | 

 

A School may use: 

| Action Item | Responsible Officer | Implementation Date | Follow-Up Date | 

Adapt the accountability mechanism without altering the principle of accountability. 

 

Customisation Principle 6 

Reflect Organisational Culture Without Losing Professionalism 

Every organisation has its own communication style. Some prefer highly formal governance 

language. Others prefer slightly simplified communication. 

For example: 

Highly Formal 

Management expressed concerns regarding operational inefficiencies observed during the 

review period. 

Moderately Formal 

Management noted operational challenges affecting performance during the review 

period. 

Both are acceptable. The key requirement is professionalism, clarity and objectivity. 
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Customisation Principle 7 

Align With Organisational Policies 

Before finalising your templates, ensure they align with: 

• Governance Policies  

• Board Charters  

• Committee Terms of Reference  

• Regulatory Requirements  

• Documentation Standards  

• Record Retention Policies  
This helps ensure consistency across all institutional records. 

 

The Golden Rule of Customisation™ 

No matter how much you customise a template, never compromise the core principles of 

board-grade documentation: 

✓ Clear Context 

✓ Logical Deliberation Flow 

✓ Well-Documented Decisions 

✓ Assigned Responsibilities 

✓ Institutional Language 

✓ Organisational Accountability 

✓ Third-Party Readability 
If these elements remain intact, the template will continue to produce professional results 

regardless of industry.  

 

Final Note 

The true value of a template is not in the words already written. The true value lies in the 

framework beneath those words. Once you understand the principles contained in this 

toolkit, you will no longer need dozens of different templates. You will possess something 

far more valuable: the ability to adapt a professional governance framework to any meeting, 

any committee, any board and any organisation. That is the essence of board-grade 

documentation. 
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