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The whitepaper delves into creating an effective CAB meeting agenda and 

underscores its role in successful change management. Moreover, the article 

provides readers with a robust framework and curated board development 

plan templates.

Key components of a compelling CAB meeting 

agenda

The success of CAB meetings largely depends on the people who participate 

in them. When done correctly, these meetings can greatly improve 

communication and garner support for change initiatives. Thus, crafting a 

well-structured agenda is vital here. 

According to the Deloitte Board Practices study, 24% of board members 

changed their agendas in 2022 to make more time for strategic decisions.


https://www2.deloitte.com/us/en/pages/center-for-board-effectiveness/articles/back-to-basics-board-meetings.html
https://www2.deloitte.com/us/en/pages/center-for-board-effectiveness/articles/back-to-basics-board-meetings.html
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10 key points of agenda structure

A structured agenda is a cornerstone of an effective CAB meeting, ensuring 

that discussions progress logically and comprehensively. Here's a deeper 

exploration of each component.

Before diving into the heart of a CAB meeting, it's essential to lay the 

groundwork to ensure efficiency and clarity. For this, the change manager or 

the person chairing the CAB should take these actions:

3 stages of pre-meeting preparations

1. Identify change proposals. Pinpoint the upcoming changes, crucial for 


discussion. Understanding these proposed alterations ahead of time allows for 


better preparation and targeted discussion.

2. Change impact assessment. Here, evaluate the broader implications of these 


proposed changes. The main task at this stage is to predict how these changes 


might ripple through the company and affect stakeholders.

3. Documentation review. To start, review all materials related to the proposed 


changes. All participants must be well-informed and have a clear understanding 


of suggested changes to have a productive discussion.

Starting with a proper introduction establishes the mood and ensures 

everyone begins on the same page. Welcoming participants warmly and 

outlining the meeting's objectives reduces initial confusion and sets a positive 

and constructive tone. Here are helpful tips for welcoming during the meeting:


1. Opening and welcome

https://uk.indeed.com/career-advice/career-development/what-does-change-manager-do
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� Set the ton�

� Engage your audience immediatel�

� Provide the context and set expectations

By revisiting past decisions and their outcomes, teams draw valuable lessons 

from prior experiences. As a result, continuous reflection provides vital context 

and also ensures accountability, preventing past mistakes.

2. Review of previous actions

Providing a detailed overview of proposed changes allows for an aligned 

understanding among all participants. Thus, minimizing misunderstandings 

through comprehensive presentations improves focused and productive 

discussions.

3. Change proposals presentation
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To avoid potential issues, the board should consider the consequences of 

changes before making decisions. This will make transitions smoother and 

help the team address any issues that come up. 

Moreover, it may be helpful for your company to utilize a risk assessment 

matrix to evaluate the potential impact of any challenges that may arise.

4. Impact analysis and risk assessment

A dual evaluation — both technical and business-focused — offers a 

comprehensive view of proposed changes. With this balanced approach, the 

company ensures that all changes are technically feasible and align with its 

objectives.



Phillip Long – CISSP, CEO of BIS Technology Group, allocates 3 main 

advantages of technical business review. 

5. Technical and business reviews

https://services.anu.edu.au/files/document-collection/ANU_Risk_Assessment_Matrix.pdf
https://services.anu.edu.au/files/document-collection/ANU_Risk_Assessment_Matrix.pdf
https://www.askbis.com/2022/02/what-is-a-technical-business-review/
https://www.askbis.com/2022/02/what-is-a-technical-business-review/
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Soliciting feedback from diverse stakeholders offers a more holistic 

perspective on proposed changes. By engaging with various parties, a 

company often uncovers previously overlooked challenges or discovers new 

opportunities, ensuring richer decision-making. 



According to the Harvard Law School Forum of Corporate Governance, 

modern companies understand that to succeed in the long run, they must 

prioritize the interests of stakeholders. This includes employees, customers, 

suppliers, communities, and long-term shareholders. According to this study, 

millennials who are stakeholders are expecting corporations to be more 

responsible and accountable.

6. Stakeholder consultation

�� Proactive IT management. TBR helps businesses assess and maintain their 

IT performance by monitoring asset age and condition. This allows for 

timely upgrades and prevents disruptions from outdated or faulty 

technology�

�� Enhanced disaster preparedness. TBR helps businesses improve their 

disaster recovery plan, leading to 75% faster recovery from unexpected 

disruptions�

�� Improved data and security management. TBR helps businesses prepare 

for security threats by addressing common concerns and reviewing backup 

protocols to safeguard critical data and reduce recovery costs.

For the last 20 years many large global companies have become more 

complex, with confusing responsibilities and too many decision makers. 

McKinsey mentioned that 72% of senior executives believe bad strategic 

decisions are common or the norm.

7. Decision-making process

https://corpgov.law.harvard.edu/2020/02/12/lets-get-concrete-about-stakeholder-capitalism/
https://corpgov.law.harvard.edu/2020/02/12/lets-get-concrete-about-stakeholder-capitalism/
https://www.askbis.com/2022/02/what-is-a-technical-business-review/
https://www.mckinsey.com/capabilities/strategy-and-corporate-finance/our-insights/the-case-for-behavioral-strategy
https://www.mckinsey.com/capabilities/strategy-and-corporate-finance/our-insights/the-case-for-behavioral-strategy
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If you are the host of a meeting, it is your responsibility to ensure that all 

agenda items are addressed efficiently and effectively before attendees 

become restless. To help you wrap up the meeting in a timely and diplomatic 

manner, here are some useful tips:

8. Wrap-up the meeting

Thus, using decision frameworks enhances decision-making by providing 

structure and principles to consider economic, social, ecological, and legal/

institutional dimensions. The infographic shows the stages of a well-organized 

decision-making process.

Put the meeting end process on the agenda

Provide the host with autonomy
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Meetings that are inefficient have become infamous for taking up valuable 

time, leaving little room for actual work. Experts suggest that meetings should 

not exceed 30 minutes to combat inefficiency. 

In fact, Donna McGeorge advocates for the idea that meetings should be 

“short, sharp and productive”, with a duration based on the Pomodoro 

method. According to this, 25 minutes is the ideal amount of time to focus on 

a specific topic.

9. Time allocation and meeting duration

Emergent issues or urgent changes might arise that demand swift attention. 

However,  rescheduling frequently results in lost productivity, thus it's critical 

to manage the issue properly.

10. Addressing urgent changes: reschedule meeting

Assign action items in the last few minutes

Include no more than five points on the agenda

Assign specific amounts of time for questions and answers

Time-stamp your agenda

Use a quick mode of contact to reschedule a meeting.

Provide alternate meeting times.

Apologize for any inconvenience caused.

Follow up after sending the request.

https://www.iidmglobal.com/downloads/book_extracts/BE-The-25-Minute-Meeting.pdf
https://www.iidmglobal.com/downloads/book_extracts/BE-The-25-Minute-Meeting.pdf
https://en.wikipedia.org/wiki/Pomodoro_Technique
https://en.wikipedia.org/wiki/Pomodoro_Technique
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Sample CAB meeting agenda template

Every CAB meeting should follow a structured agenda outlined beforehand. 

This ensures that the meeting proceeds smoothly and efficiently with all 

questions covered. Below, you will find a CAB meetings agenda template that 

provides examples of possible stages and guidelines. You can adapt this 

template for the needs of your company and meeting.



*provided by boardroom.org

10

Utilizing technology for agenda management

In today's digital age, integrating technology into change advisory board 

meetings isn't just about convenience — it's a strategic decision that 

significantly enhances efficiency, collaboration, and accuracy. 

Technologies have become an integral part of modern-day meetings and 

significantly enhance team engagement. 



In particular, video conferencing statistics indicate that 41% of users agree 

that companies that incorporate video calls experience better engagement 

among their teams. Additionally, 35% noted that participating in video 

conferences helped them feel more involved in their company's culture.



Let's delve deeper into how modern tools are reshaping agenda management.



The main advantages of agenda management tools are that they significantly 

cut expenses while minimizing the time spent in unconstructive dialogues as 

well.



When evaluating an agenda management solution, it's important to check if it 

includes the following features�

�� Live streamin�

�� Configuration capabilitie�

�� Interactive board member interfac�

�� Task and deadline creatio�

�� Integrated public porta�

�� Security and access oversight

https://getvoip.com/blog/state-of-conferencing/
https://getvoip.com/blog/state-of-conferencing/
https://getvoip.com/blog/state-of-conferencing/
https://getvoip.com/blog/state-of-conferencing/
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�� Built-in file searc�

�� Support for various file type�

�� Speaker managemen�

��� Device flexibility and mobile responsivenes�

��� Analytic�

��� Automated meeting recordings�

��� Interactive packet review

Once you've made sure your basic needs are met, focus on the modern 

features included in the solution. These steps will aid in implementing a 

flexible, advanced solution that saves time and creates a structured CAB 

meeting agenda.

Agenda creation and distribution with a 

board portal

Modern technological advancements have transformed the intricate process 

of agenda creation. 



Studies on meeting science reveal that the content presented at the beginning 

of an agenda tends to receive more time and attention, regardless of its 

significance. Therefore, it is recommended to place your most captivating 

queries at the start of the meeting.



The following steps will help you to create and distribute an effective agenda 

timely. 


https://psycnet.apa.org/record/1994-21247-001
https://psycnet.apa.org/record/1994-21247-001
https://psycnet.apa.org/record/1994-21247-001
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Real-time collaboration on documents is highly valuable. Tools like Google 

Drive and Dropbox facilitate editing documents simultaneously. Indeed, it is 

particularly beneficial during important meetings like CAB where collective 

input significantly impacts the results. The benefits of document sharing are 

the following�

� Real-time collaboratio�

� Collective inpu�

� Version contro�

� Preservation of essence

Collaborative document sharing with the 

board portal

Define purpose and goals. Begin by clearly defining the purpose and 

goals of the meeting to provide a clear direction for the agenda.

Early agenda creation. Create the meeting agenda well in advance 

to enable thoughtful planning and allow attendees to provide input.

Include necessary documents. Attach relevant documents or 

information that attendees need to review before the meeting.

Share the agenda beforehand. Share the agenda with all attendees 

before the meeting, enabling them to prepare and suggest changes.

Consider software solutions. Utilize meeting management software 

to streamline the agenda creation and execution process.
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Board portals address significant challenges in the contemporary business 

environment. In 2021, 81% of companies made an effort to implement digital 

technology across all executive levels. Board portals are one of the most 

impressive technologies used at CAB meetings, and here's why�

�� Secure document sharing. Board portals prioritize security and ensure that 

sensitive documents are shielded from unauthorized access�

�� Role-based access controls. This ensures that only individuals with the 

proper clearance can access certain sections or documents, preserving 

confidentiality�

�� Integrated voting mechanisms. For board meetings, where decisions can 

have far-reaching implications, having a seamless voting system is crucial. 

Board portals facilitate this, ensuring a structured decision-making 

process�

�� Meeting management. From scheduling to sending out reminders, these 

portals manage all aspects, making the organizational process efficient�

�� Archival and retrieval. Past documents, minutes of the meetings, and 

decisions can be archived and retrieved with ease, ensuring continuity and 

reference for future meetings.

Virtual meetings with board portals

iDeals Board provides the following advantages for your CAB meeting and 

agenda creation�

�� iDeals Board provides a formal setting conducive to focused discussions 

and decision-making.

Create CAB meeting agenda with iDeals

https://fortune.com/2022/10/14/modern-board-digital-strategy/
https://fortune.com/2022/10/14/modern-board-digital-strategy/
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�� Equipped with the latest technology, iDeals Board facilitates presentations, 

video conferencing, and other essential tasks�

�� The formal setting ensures that discussions remain structured and on-

topic�

�� Given the sensitive nature of board-level discussions, the iDeals Board 

ensures privacy and minimizes interruptions.



However, the iDeals Board offers more than just agenda creation. It also 

functions as a platform for managing full board meeting packs and eliminates 

the need for printed copies, reducing paper costs. With board portals, 

participants quickly access all necessary meeting files.

Want to learn more about iDeals Board or have a sales, support 

or billing request, follow the https://www.idealsvdr.com/contacts/

Visit

North American Office


14 Wall Street, 20th Floor,


New York City, New York, 10005,


United States of America

European Office


49 Queen Victoria Street,


London EC4N 4SA,


United Kingdom

support@idealsvdr.com

Support

United States


888 927 0491 

United Kingdom


808 189 5055

Call

https://www.idealsvdr.com/contacts/
mailto:support@idealsvdr.com

