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	Masters Swimming Victoria – Board paper

	Agenda item
	# (To be added by MSV)

	Title
	[Insert title of the paper]

	Type
	For: [Decision/Discussion]

	Sponsor
	[Name/Committee]

	Draft resolution
	That the Board…
Insert exact wording of proposed resolution that the board is asked to pass - must be clear and concise. Examples are contained below.



	Overview

	In up to four lines, summarise the proposal. Explain what the paper is about and what it is endeavouring to achieve. The paragraph should be clear and concise and should state whether the paper is being submitted for the board’s information or is seeking the board’s approval for a contract, action, etc.

	Background

	In up to 12 lines, provide background to the proposal. The background should allow someone with limited or no knowledge of the matter to confidently make a decision based on the information supplied.
Where relevant, summarise any previous board consideration of the specific proposal. If it is not possible to explain the background to a proposal in the space of two paragraphs, include an attachment and provide further details.
This section should also reference the deliberations of any MSV committees that inform the recommendation.

	Options

	This section should provide details of the options available. 

	Recommendation

	This section should clearly outline the reasons for the changes to be made. This should be limited to 12 lines, and should not repeat what has already been written. This section should contain a view about other options considered, and clearly articulate the why the preferred option is being recommended to the Board.
Where the proposal involves amendments to rules, an attachment should be added to the paper. The attachment should contain tracked changes of the text, showing the current text and how it is proposed to be amended. In this instance, the draft resolution would say ‘That the Board amend General/Swimming rule XYZ’, and the recommendation would outline the more specific terms of the amendment.

	Issues

	Strategy
Explain how this proposal aligns to MSV’s goals. Where a proposal does not align, it will be necessary to explain why the proposal is being submitted.

	Financial
Explain in no more than twelve lines the expenditure implications of the proposal. This should take the form of an executive summary approach. If the expenditure implications are complex, include an attachment and provide further details – this should be undertaken in consultation with the Finance Director.
This section should include comments on whether the expenditure is budgeted or unbudgeted, the proposed timing of the expenditure and cash flow implications. If a detailed business case has been prepared for a proposal the major points of the case should be summarised here.

	Risk analysis

	Analyse in no more than twelve lines the major risks associated with the proposal and explain how these risks will be managed. The risk analysis should also include a reference to the risk of not taking the recommended action. 

	Implementation

	Outline who will be responsible for delivery of the project/actioning the outcome of the paper, and what is required to achieve successful implementation. Include any dates/deadlines which are relevant to successful implementation.

	Submitted by

	Your name and any committee details. Also include the date on which the paper was submitted.





Notes to assist in the drafting of a Board paper:
Board members gain a great deal of information about the decisions they need to make through the papers they receive prior to a board meeting. Papers cover a variety of functions, from providing general information to a call for action.
Preparation
To aid the Board’s efficient operation, and to ensure informed decisions are made, papers prepared in a consistent fashion allow for expedient consideration and decision making. While there is a skill to drafting Board papers, this template is designed to enable anyone to prepare a paper for the Board’s consideration; when in doubt, please reach out to the Administrator who can point you in the correct direction or assist in the drafting of the paper.
Content
The information contained in Board papers should be consistent, coherent and complete. Board papers are part of the official records of the Association and a complete set should be maintained for future reference.
The Board shares responsibility for receiving the papers in a format that makes them comprehensible for Directors, as such the Board is responsible for:
· Setting expectations and providing directions to management on:
· the content of reports
· the format of reports
· the timing and timeliness of board papers
· the amount of information provided
· Ensuring it has sufficient information with which to make decisions
· Ensuring management has in place the processes and controls to ensure the integrity of the information provided
Considerations
· Brevity is encouraged – the paper itself should not exceed three pages, and attachments/additional information may be supplied as an appendix to the paper. 
· Where acronyms are used, please spell them out in the first instance to ensure there is no confusion.
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