NPCROWD
Nonprofit Board Packet Template
Cover memo, agenda, consent agenda, executive director report, finance summary, decision memo, anticipated questions, and a packet timeline.

How to use this template
1. Replace everything in [brackets]. Delete the gray guidance notes before you send.
1. Keep the order. Board members should meet the decisions first and the reference material last.
1. Send the finished packet 7 days before the meeting, as one PDF with bookmarks or as individual files in your board portal.
1. Use the Anticipated Questions page. Answering small questions in writing keeps meeting time for real decisions.

Free from npcrowd.com. Adapt it for your organization; your bylaws and state law govern how your board must operate.


1. Cover Memo
One page. This is the most-read page in the packet. Lead with what you need from the board.
To: Board of Directors, [Organization Name]
From: [Executive Director Name]
Meeting: [Day, Date, Time, Location or video link]
RSVP by: [Date]
Decisions we need from you
	#
	Decision
	Where in packet
	Vote type

	1
	[Approve FY budget]
	[Section 6, page X]
	[Motion]

	2
	[Approve consent agenda]
	[Section 3]
	[Single vote]

	3
	[ ]
	[ ]
	[ ]


What changed since the last meeting
1. [Headline 1, one sentence]
1. [Headline 2, one sentence]
1. [Headline 3, one sentence]
If you only have 20 minutes
Read this memo, the Finance Summary (Section 5), and the Decision Memos (Section 6).


2. Meeting Agenda
Time-box every item. Mark decisions so the chair can protect time for them.
	Time
	Item
	Lead
	Type

	[6:00]
	Call to order, quorum confirmed
	[Chair]
	Procedural

	[6:02]
	Mission moment: [short story or client impact]
	[Staff]
	Inform

	[6:10]
	Consent agenda (Section 3)
	[Chair]
	DECISION

	[6:12]
	Executive director report: questions only (Section 4)
	[ED]
	Discuss

	[6:25]
	Finance summary (Section 5)
	[Treasurer]
	Discuss

	[6:40]
	[Decision item 1] (Section 6)
	[Lead]
	DECISION

	[7:05]
	[Strategic discussion topic]
	[Chair]
	Discuss

	[7:25]
	Executive session (if needed)
	[Chair]
	Closed

	[7:30]
	Adjourn
	[Chair]
	Procedural



Reports are read in advance, not presented. The ED report slot is for questions.


3. Consent Agenda
Routine items approved in a single vote. Any board member may ask to move an item to the regular agenda for discussion.
Motion: To approve the consent agenda as presented, including:
1. Minutes of the [Date] board meeting (attached)
1. [Committee] report, received and filed
1. [Routine policy renewal or appointment]
1. [Other routine item]


4. Executive Director Report
Two pages maximum. Write it so the small questions are already answered.
Headlines
1. [Most important development since the last meeting]
1. [Second]
Progress on strategic priorities
	Priority
	Status
	Note

	[Priority 1]
	[On track]
	[One line]

	[Priority 2]
	[At risk]
	[What we are doing about it]

	[Priority 3]
	[Complete]
	[ ]


Programs and people
1. [Program results, with one number where possible]
1. [Staffing changes, open roles]
Risks and issues the board should know about
1. [Risk, likely impact, what we are doing]
Where I need board help
1. [Introductions, expertise, a specific ask]


5. Finance Summary
One page in front of the full statements. Explain any variance over [10%] in plain words.
Period: [Month] [Year], [X] months into the fiscal year
	Measure
	Actual
	Budget
	Variance

	Revenue, year to date
	[$ ]
	[$ ]
	[$ / %]

	Expenses, year to date
	[$ ]
	[$ ]
	[$ / %]

	Net surplus (deficit)
	[$ ]
	[$ ]
	[$ ]

	Cash on hand
	[$ ]
	
	

	Months of operating reserves
	[ ]
	[Target]
	


What explains the variances
1. [Variance 1, cause, whether it is timing or permanent]
Attached statements
1. Statement of financial position (balance sheet)
1. Statement of activities, budget vs. actual
1. Cash flow forecast, next [6] months


6. Decision Memo
One memo per decision. Copy this page for each item on the cover memo's decision list.
	Field
	Content

	Decision requested
	[One sentence: what the board is being asked to approve]

	Background
	[Why this is in front of the board now]

	Options considered
	[Option A, Option B, do nothing]

	Recommendation
	[Staff or committee recommendation and why]

	Financial impact
	[Cost, budget line, one-time or recurring]

	Risks
	[What could go wrong, and mitigation]

	Proposed motion
	[Resolved, that the Board of Directors ...]




7. Anticipated Questions
List the questions you expect, with short answers. This is the page that keeps small questions out of the meeting.
	Question
	Short answer
	See

	[Why is program revenue under budget?]
	[Timing: grant payment received in [Month]]
	[Sec. 5]

	[What does the new vendor contract cost?]
	[$ per year, 3-year term, budgeted]
	[Sec. 6]

	[ ]
	[ ]
	[ ]

	[ ]
	[ ]
	[ ]




8. Packet Timeline and Checklist
Count backward from the meeting date. Put these dates on the staff calendar for the whole year.
	When
	Task

	Day -14
	Request committee reports and decision memos; confirm agenda with the chair

	Day -10
	Reports due; finance closes the month

	Day -9
	ED drafts report, cover memo, and anticipated questions

	Day -8
	Chair reviews agenda and cover memo

	Day -7
	Packet sent to board

	Day -2
	Reminder with the cover memo's decision list

	Day +3
	Draft minutes to the secretary

	Day +7
	Action items sent to owners with due dates


Before you send
1. Every decision on the cover memo has a decision memo and a proposed motion
1. Financials tie out (statements match the finance summary)
1. Files are converted to PDF, named clearly, and in packet order
1. One combined PDF has bookmarks, or files are posted individually in the board portal
1. Confidential items are marked and shared only with those who should see them
1. Gray guidance notes and [brackets] are removed
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