What I Know Now

Appendix 2: A board report that gets read
One to two pages per function. Always the same structure.

The key here is that the report should primarily be a narrative
of things the board need to know or decide. Not ‘My life last
month’ plus a load of data to interpret.

Headline

Short paragraph. The single most important thing the board
needs to know.

Performance summary

Three to five points. What happened. Key numbers that are
significant — not all the numbers.

Why it’s important
One short paragraph. What this tells us about where the
business is heading.

Issues and risks

Flag problems clearly and early. Don’t bury them in the data.

What happens next

What are you doing about it? What decisions do you need
from the board today?

For board discussion

What the entire board needs to debate, and decisions required
KPIs

Appended at the back

The test: if the board read only the headline and ‘what happens next’,
would they have what they need? If yes, the report is working.
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