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A countdown from four weeks out to one week after, so nothing is missed before, during or after the meeting.
How to use this document
1. Set the meeting date and work back from it to fill in the dates for each stage.
1. Tick items as they are done and note an owner for anything outstanding.
1. Keep the completed checklist with the meeting records.
1. 4 weeks before
	#
	Item
	Status
	Owner / date

	1
	Confirm date, venue or video link and quorum.
	☐ Done
	

	2
	Agree agenda with Chair and CEO.
	☐ Done
	

	3
	Send paper requests with deadlines and the paper template.
	☐ Done
	



2. 2 weeks before
	#
	Item
	Status
	Owner / date

	1
	Chase outstanding papers.
	☐ Done
	

	2
	Check items needing formal resolutions; draft resolutions.
	☐ Done
	

	3
	Confirm attendees, guests and presenters.
	☐ Done
	



3. 1 week before
	#
	Item
	Status
	Owner / date

	1
	Chair reviews the board pack.
	☐ Done
	

	2
	Circulate board pack (minimum 7 days ahead).
	☐ Done
	

	3
	Circulate conflicts-of-interest register for update.
	☐ Done
	



4. Meeting day
	#
	Item
	Status
	Owner / date

	1
	Confirm quorum and record attendance.
	☐ Done
	

	2
	Record declarations of interest.
	☐ Done
	

	3
	Note decisions, votes and action owners.
	☐ Done
	

	4
	Hold executive session; record only that it took place.
	☐ Done
	



5. Within 1 week after
	#
	Item
	Status
	Owner / date

	1
	Circulate draft minutes to Chair, then to the board.
	☐ Done
	

	2
	Send action log with owners and due dates.
	☐ Done
	

	3
	File signed resolutions and update statutory registers.
	☐ Done
	

	4
	Update the annual board schedule.
	☐ Done
	



Notes
Adapt this template to your organization, jurisdiction and governing documents. It is a general resource, not legal advice. Review with counsel before adoption.
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