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What to set up as you form your first board: composition, cadence, information rights, board papers and outside directors.
How to use this document
1. Work through the checklist with your lead investor or chair as the board is formed.
1. For each open item, record an owner and a target date.
1. Revisit the checklist after each financing round.
1. Structure
	#
	Item
	Status
	Owner / date

	1
	Confirm board seats and who appoints them under your financing documents.
	☐ In place   ☐ Action
	

	2
	Decide whether to add an outside director now or at the next round.
	☐ In place   ☐ Action
	

	3
	Agree who chairs meetings.
	☐ In place   ☐ Action
	

	4
	Set up D&O insurance before directors join.
	☐ In place   ☐ Action
	



2. Cadence
	#
	Item
	Status
	Owner / date

	1
	Agree a regular schedule (often every 6 to 8 weeks early on).
	☐ In place   ☐ Action
	

	2
	Publish a 12-month meeting schedule.
	☐ In place   ☐ Action
	

	3
	Agree how you will handle urgent decisions between meetings (written consents).
	☐ In place   ☐ Action
	



3. Information
	#
	Item
	Status
	Owner / date

	1
	Agree a standard monthly or quarterly metrics update.
	☐ In place   ☐ Action
	

	2
	Define what goes in the board pack and when it is sent.
	☐ In place   ☐ Action
	

	3
	Map investor information rights and reporting obligations.
	☐ In place   ☐ Action
	



4. Governance basics
	#
	Item
	Status
	Owner / date

	1
	Keep minutes and a resolutions log from the first meeting.
	☐ In place   ☐ Action
	

	2
	Maintain a cap table and option-grant approval process.
	☐ In place   ☐ Action
	

	3
	Set up a conflicts-of-interest policy.
	☐ In place   ☐ Action
	

	4
	Agree a process for approving budget and major contracts.
	☐ In place   ☐ Action
	



5. Getting value from the board
	#
	Item
	Status
	Owner / date

	1
	Tell each director what you want from them.
	☐ In place   ☐ Action
	

	2
	Use one meeting a year purely for strategy.
	☐ In place   ☐ Action
	

	3
	Ask for feedback on your board meetings at least once a year.
	☐ In place   ☐ Action
	



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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