
 

NEED FOR ACCURATE RECORD-KEEPING AND DOCUMENTATION 

The program aims to address the following key points: 

1. Importance of Accurate Record-Keeping: Participants will understand why accurate 

record-keeping is crucial for the effective functioning of boards. Clear records provide a 

historical account of decisions made, discussions held, and actions taken, serving as a 

valuable reference for future activities. It also shows if any directors dissented from a 

decision and their viewpoints. 

2. Supporting Board Activities: The program will illustrate how accurate record-keeping 

supports various board activities, including decision-making, strategic planning, and 

governance oversight. Detailed records help board members stay informed, track 

progress, and evaluate outcomes effectively. 

3. Comprehensive Meeting Minutes: Participants will learn best practices for capturing 

comprehensive meeting minutes. This includes recording key discussions, decisions, action 

items, and resolutions accurately and objectively. Properly documented minutes serve as 

an official record of board meetings, ensuring transparency and accountability. Here again 

if a director votes against a decision it can be recorded and this may be very useful in 

certain cases. 

4. Managing Official Documents: The program will provide insights into effectively 

managing official documents, such as bylaws, charters, policies, and reports. Participants 

will understand the importance of maintaining these documents in an organized and 

accessible manner, ensuring they are up-to-date, revived regularly and readily available 

when needed. 

5. Regulatory and Legal compliance: Participants will gain an understanding of the 

requirements related to record-keeping and documentation. They will learn how to ensure 

compliance with relevant laws, regulations, and industry standards, reducing the risk of 

legal issues or regulatory penalties. 

6. Risk Management: The program will highlight the role of record-keeping in risk 

management. Participants will learn how comprehensive documentation can help identify, 

assess, and mitigate risks effectively, safeguarding the interests of the organization and its 

stakeholders. 

7. Practical Tips and Tools: Throughout the program, participants will receive practical tips, 

tools, and techniques for improving their record-keeping and documentation practices. 

This may include guidance on note-taking, document organization, software tools, and 

technology solutions. 



By participating in this CPD program, Company Secretaries will enhance their skills and knowledge 

in record-keeping and documentation, enabling them to contribute more effectively to board 

activities and fulfill their responsibilities with confidence and competence. 

 


