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Read this if: you need to set a board meeting agenda for your startup

You might also like: Board meeting package checklist for startups

Go deeper: Operating your startup

 
Your startup board plays a vital role, and quarterly meetings, at minimum, will help maintain consistent
communications. The agenda for your board meeting should outline each discussion topic and provide an overview of
the amount of time you plan to spend on each topic. Topics should be addressed in order of highest to lowest priority.

Often meetings will be split into two parts—with the first half focused on formal issues, and the second half is a more
informal portion focusing on strategy and brainstorming.

The formal section walks through all the board governance and housekeeping items on the agenda, such as
approving any stock option grants to employees or approving any outstanding directors’ resolutions.

The informal strategy section is like a workshop for the business and, in addition to the board members and
observers, will usually have other attendees such as the CFO, the head of sales or the VP of product. These team
members will provide an update on their department and will likely not stay for the full duration of the session. This
part of the meeting is usually where the bulk of the time is spent and can take anywhere between an hour and a half
to four hours.

Your legal counsel will often attend the board meeting to take minutes.

Sample board meeting agenda

Action Allotted minutes

Approval of previous meeting minutes, and financial statements 5

CEO introduction and highlight of key progress and challenges of the
company since the last meeting

10

https://www.torys.com/our-latest-thinking/resources/startup-legal-playbook/board-meeting-package-checklist-for-startups
https://www.torys.com/our-latest-thinking/resources/startup-legal-playbook/operating-your-startup
https://www.torys.com/our-latest-thinking/resources/startup-legal-playbook/16-foundational-questions-about-startup-boards


Review from each operational group (e.g., finance, marketing, sales, product
development, business development, human resources) comparing

performance with targets

30

Discussion and voting on option grants and other resolutions requiring
board approval

15 - 30

Discussion of prospective goals and plan for growth (e.g., hiring plan for next
six months, upcoming product and engineering developments, strategies for
increasing revenue, business development, and operations). Set the target

benchmarks that you want each group to achieve by the next meeting

30+

Deep dive on a couple of specific key issues on which the board can help
advise.

30+

A closed session with CEO, legal counsel, and board (no other management
or observers), which allow the board to give the CEO advice in private. (15

minutes)

15

To discuss these issues, please contact the author(s).

This publication is a general discussion of certain legal and related developments and should not be relied upon as
legal advice. If you require legal advice, we would be pleased to discuss the issues in this publication with you, in the
context of your particular circumstances.

For permission to republish this or any other publication, contact Janelle Weed.
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Get to know our ECVC practice

Learn more about our team

We work closely with players across the startup ecosystem to advise founders on formation, scaling and exits, as well as
connect investors to high-growth opportunities.

View our Startup terms glossary

Learn the ins and outs of the commonly used terms in the startup and VC ecosystem.
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