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“And so while the great ones depart to their dinner, the secretary 

stays, growing thinner and thinner, racking his brain to record 
and report what he thinks that they think that they ought to have 

thought”. 

Arthur Bryant 1899 - 1985



London Coffee House c1680



Definition of a board meeting

‘A formal meeting of the board of directors of an organisation, held usually at definite 

intervals to consider policy issues and administrative matters reserved for the board. It is 
presided over by a chairperson. It must meet quorum requirements and its deliberations 

must be recorded in minutes.  Under the doctrine of collective responsibility, all directors, 

even if absent, are bound by its resolutions’. 



The components of a successful meeting

• Convening and preparing for the meeting

• Managing the proceedings

• Managing the people

• Minute taking

• Post meeting matters 



Preparing for the meeting

Preparation is everything.  The old adage “Fail to prepare, prepare to 
fail’ applies.  

Do

• Prepare a concise and logical agenda in conjunction with the chairman.  

• Make sure the meeting venue is suitable and prepared.  

• Know what is expected of you.

• Ensure that arrangements are made to receive guests to the meeting

• Thoroughly discuss any contentious items of business 
or other formalities with the chair prior to the meeting. 

• Remember you are entitled to be there and essential to the meeting.

• Is there a new board member?

• Are standing declarations of interest up to date? 

Know the constitution and byelaws!



Preparing for the meeting continued

• Gain a working knowledge of the subjects to be discussed and of 
abbreviations and acronyms

• Make sure that there are the appropriate number of board papers for 
each agenda item. Bring spares.

• Sit next to the chairman.

• Arrange telephone/televisual conference facilities. Is Powerpoint
needed?  

• Attendance sheet 

• Bring a watch. Turn off your mobile! 

• Anticipate any problems. 



Preparing for the meeting continued

Don’t
• Be late!

• Run out of paper or pens 

• Forget to check that only those entitled to attend are at the meeting

• Forget to record the tabling of important documents.

• Neglect to ask for clarification

• Don’t Panic! 



Example 



Turning Notes into minutes

What are minutes for? -

• an historical record of decisions taken,

• a prompt to action, 

• a record of proceedings for those unable to attend the meeting, 

• an aide memoire for the following meeting, 

• a history of attendance, 

• possible evidence in legal proceedings, 

• for some organisations, a record for external scrutiny,

• a formal record of declarations of 
interest,

Minutes have power! Good minutes are a thing of beauty! 



Notes into minutes

• Be prepared! You will need stamina.  Listening is much more tiring 
than talking.  

• Write quickly and clearly

• Exercise judgment 

• What is the sense of the meeting?

• Use of technology

• Type of meeting dictates 

the type of minutes 



What do good minutes look like? 

They should be –

• A record of where, when and who

• Concise

• Accurate

• Consistent

• Compliant

• Impartial

• Crafted to give each decision context

• Reflective of board diligence

• Allocate and record action points

• Be sequentially numbered for ease of reference

• Tailored to the audience. 



Emotional intelligence – know the meeting 
participants!



Top 3 qualities that a Company Secretary values in a Director

• A.  Analytical

• B. Team player

• C. Passionate

• D. Good social and emotional skills 

• E. Challenging

• F.  Constructive

• G. Persuasive

• H. Good listener

• I.   Intuitive

• J.  Integrity

• K.  Pragmatic

• L.  Intelligent



Approval and retention of minutes

• The initial draft of the set of minutes should go to the chairman for 
comments. 

• Circulate the draft minutes to the board prior to the next meeting date

• Dealing with comments and suggested amendments 

• Circulate revised draft with the agenda of the next meeting. 



Approval and retention of minutes continued 

How do you deal with these issues? 

• You disagree with the chair as to a decision.

• A participant wants words inserted which you cannot recall 

• A participant wants words omitted which you do recall!

• You are concerned about defamation, illegality or non-compliance



Practice Matters

Additional things for Company Secretaries
to consider –

Quorum

“Pro-forma” minutes? 

Eliminate bad habits. Give yourself a refresher every now and then. If it 
wasn’t said or done in a meeting then it didn’t happen.

AOB or not AOB?

Handling conflicts of interests

Always respect confidentiality outside the 
meeting but ask yourself – who needs to know? 

Attachments?

Amendments and corrections. 

Inspection



Minutes – good or bad
What do they really mean?

1. “The T-BURD analysis was considered by the meeting. It had 
previously been presented to the WGC but not to the board. It was 

generally agreed that the subject of PLEX required further consideration 
and that a further paper should be drafted for the next board meeting, 
having first been reviewed by the NDA and NII”.

---------------------------

A. Appropriate and succinct. Those present will understand the 
acronyms and the context.

B. Too little detail and context.

C. Unintelligible to those who might have access to the minutes in the 
future and therefore not properly crafted and unprofessional.

D. The crafting of the minutes may be appropriate depending on the 
type of meeting and the audience.



Minutes – good or bad?

2. “AD said that he was unhappy with the late delivery of the board papers. RE 
and TS agreed although TS said he understood the reason for the delay on this 
occasion. The chairman said the delay was due to the late preparation of the 
finance pack. AK said that while this was true there were extenuating 
circumstances and in any event she was not made aware of the cut-off date for 
board papers. RE asked that it be minuted that he was particularly unhappy 
with the late arrival of the board pack.  It was agreed that in future board papers 
be circulated 
not less than five working days prior to the meeting”.

A. The Chairman and the secretary should have got their excuses in first!

B.  An important record of challenge and debate.

C. Too much reported speech – “he says, she says!” The last sentence should be 
sufficient for the minutes.

D   It is always important to record the reasons for late papers.



Minutes – good or bad?

3. “IT WAS RESOLVED THAT the lease of property at Ebbet’s Yard 
upon the terms outlined to the meeting be and is hereby approved and 
that the director and the secretary be and are hereby authorised to 
execute the lease under the common seal for and upon behalf of the 
Company.”

A. Archaic language more suitable for minutes of the 19th century.

B  A copy of the lease or an extract should be attached to the minutes.
C. Appropriate record of the approval of the lease.
D. More detail of the terms of the lease should be given for the record.



Minutes – good or bad?

4. “After a long and wide–ranging debate to which all board members 

contributed, it was agreed to defer the proposal until further information 
was available”.              

----------------------------

A. This item of business is being swept under the carpet and kicked into 

the long grass!

B. Some evidence of the debate should be recorded.

C. The matter should be raised under matters arising at the next board 

meeting to ensure it is not forgotten.

D. The board doesn’t really want to do this but it is not the time and not 

politic to drop it now!



Minutes - good or bad?

5. “There was a healthy and robust debate about the unreliability of the 
new bottling plant. The chairman adjourned the meeting”.  

----------------------------

A. There was a vigorous and constructive discussion which was 
inconclusive.

B.  More evidence of the debate should be recorded.

C.  It was the CEO’s decision to buy the new bottling plant and his days 
are numbered!

D.  There was a danger of a fight breaking out and the Chairman was 

obliged to bring proceedings to a close. 



The end


