
Board Meeting Materials - Sample Board Cover Page with Guidance for Use 
 

 

Please create a concise SUBJECT title 
(think topic, not details). 

Please follow the formatting and 
order (statute, rule, Board policy) 
presented in the APPLICABLE 
STATUTE, RULE OR POLICY. 
 

REFERENCE should include the 
relevant history (Board actions and 
other history as needed) as 
determined by the OSBE staff that 
supports the Committee. 

BACKGROUND should provide 
historical and current context related 
to the proposal. Be concise while 
providing the Board with the info they 
need. Please include recent Board 
decisions (typically within the last 2 
years) directly related to the decision. 

PROPOSAL should present the 
request (action items) or key  points 
for Board information or discussion 
points (information items) for the 
Board’s consideration. 

IMPACT should clarify what the 
Board can expect based on their 
decision (action items) or the work 
that will happen next related to the 
topic (discussion items).  BOARD STAFF COMMENTS AND 

RECOMMENDATIONS should be left 
blank. Board staff will complete this 
section. 
 

Please limit your ATTACHMENTS to 
those closely related to the decision 
or discussion and use concise titles. 

In BOARD ACTION, please draft a 
motion for the Board decision. For 
discussion items, please put “No 
action needed; this agenda item is 
for informational purposes only.” 


