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Board Briefing Template 

Purpose: Summarize the most critical updates board members need to make informed decisions at the next board meeting and 

represent WLAEAC in the community. Please submit this report before the scheduled meeting. 

COMMITTEE INFORMATION 

Committee Name   Report Date   

Chair   Last Meeting   

Next Meeting   Prepared By   

EXECUTIVE SUMMARY 

Key update for the board: 

Briefly state what changed, what matters, and whether board action is needed. 

 

ACTION ITEMS 

Action Item Status Owner Notes / Next Step 

  Completed / 

Pending / In 

Progress 

    

        

        

BOARD QUESTIONS / DECISIONS NEEDED 

Questions for the board: 

List any guidance, approvals, or decisions requested from the board. 

 

PROPOSED FORMAL MOTION 

Motion language, if any: 

Write the motion exactly as it should appear in the minutes, or enter “None.” 

 

BACKGROUND / RATIONALE 

Background on the recommendation or decision: 

Include relevant context, options considered, risks, costs, deadlines, or community impact. 

 

Attachments / Supporting Materials: ☐ None   ☐ Agenda item   ☐ Budget detail   ☐ Draft motion   ☐ Other: ____________________ 


