
Chair Should Set Expectations 
The board chair should include some basic instructions and expectations in the invite, such as: no multitasking, business 
casual dress, taking the meeting in a “closed-door” setting.

Do One or Two Tech Run-Throughs 
Have a member of the IT team walk each director through their technical set-up — including the videoconferencing plat-
form and any additional third-party apps — well in advance of the meeting. Liz Huebner, a board member for REI and Blue 
Apron, said REI required just such a training in advance of their virtual board retreat in early May. “They put protocols in 
place even about how to signal when you want to ask a question.”

Equip Board Members Accordingly 
After the tech-check, consider mailing hardware (like headsets) or suggesting noise-cancelling software (like krisp.ai) to 
improve audio.

Pass Legal Muster 
Ensure your remote meeting passes legal muster (check this database for state laws and consult your own bylaws and 
legal team) and that your discussion and file-sharing platforms meet security requirements.

Online Scheduling  
Use an online scheduling tool to assure time zones are accurate and respectful when planning your virtual meeting.

Video Camera Expectations  
Encourage participants to keep their camera on for richer engagement & clarity of intent. “It creates a more human 
connection, allowing the board to get a feel for how the management team is doing,” says Hubert Joly, executive chairman 
of Best Buy. “It also ensures greater focus as everyone has to be their best. There is no hiding on a video call!”

Staffing & Back-Up Plan  
During the meeting, have a staff member on-hand to assist with any technological difficulties. Have a call-in number to 
join the meeting as a last resort.

Use a Moderator 
A moderator can assure all these systems above are in place and can help keep a meeting running smoothly without a 
hitch. By leveraging a professional remote board coach, you get someone who can facilitate bold and effective group 
discussion and suggest a breakout discussion if they gauge participation is lacking or to help re-energize the group. 
Mullenweg, of Automattic, has run remote board meetings for years & swears by the use of a chief of staff to moderate.

Feedback Protocol 
Plan a feedback session the day after your first virtual board meeting. Request board members gather their thoughts 
and observations as quickly as possible, while their reactions are fresh in their minds. Participants could break into small 
groups to discuss what worked, what didn’t, and any possible solutions and report back. You can collect feedback via 
anonymous polling, but we suggest you get your board comfortable with open & straightforward feedback.
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How Modern Board Management Software  
Can Deliver Effective Board & Committee Meetings

Advanced Meeting Preparation
Go the extra mile before meetings, eliminate  
last-minute changes, and help leaders arrived prepared 
with access to reliable, up-to-date information.

Data Driven Meetings
Enter a new era of how you conduct meetings with the 
analytics and insights you need to improve meeting 
preparation and execution.

Centralized Communication
Replace Dropbox, text messages, emails, and to-do 
lists with a single secure hub that syncs information 
instantly and allows you to communicate in real time.

Business Continuity
OnBoard not only helps new directors transition in 
faster than ever, but also keeps your mission-critical 
data secure and backed up in case of emergencies like  
a disaster or pandemic. 

Remote Agile Decision Making
With powerful decision-making tools, OnBoard enables 
teams to reach consensus, make decisions, and execute 
responsibilities outside of meetings, from anywhere, 

Effective Meeting Management
Transform meetings into strategic working sessions 
where everyone is engaged in discussions, consensus is 
reached, and deeply thought-out actions are taken. 

Govern confidently from anywhere. Unlock the potential of your meetings with an easy-to-use 
suite of secure meeting management tools designed for boards, committees, and leaders. 

Learn More
Arrive at Better Board Meetings with OnBoard
A comprehensive and secure suite of modern governance and meeting tools designed 
for Leaders, Boards, and their Committees. Start a 30 Day Free Trial Today.
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