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The Family Business Meeting Kit
Run family meetings like a business — not like a difficult dinner.
Five documents. One complete meeting system.
Powered by Sider Road · siderroad.com/playbook



	What’s Inside
	5 ready-to-use templates

	Template 1
	Meeting Agenda

	Template 2
	Decision Log

	Template 3
	Voting & Motion Record

	Template 4
	Meeting Minutes

	Template 5
	Action Tracker



	These templates are AI-generated frameworks provided for organizational purposes only. They do not constitute legal advice. The Family Business Playbook is powered by Sider Road · In practice since 1985 · 20+ years in family business advisory.




	Template 1 — Meeting Agenda
Structured agenda for every family business meeting
The Family Business Playbook · Powered by Sider Road



	Business Name
	[Legal name]

	Meeting Type
	[ ] Regular Council  [ ] Special Meeting  [ ] Emergency Meeting

	Date & Time
	[Date] at [Time]

	Location
	[Address / Video link]

	Chair
	[Name of person facilitating]

	Minute-taker
	[Name]

	Meeting Number
	[e.g., Q1-2025 / Meeting #14]



Part A — Attendance
	Name
	Role in Business
	Present / Apologies

	[Name 1]
	[Title / Role]
	[ ] Present   [ ] Apologies

	[Name 2]
	[Title / Role]
	[ ] Present   [ ] Apologies

	[Name 3]
	[Title / Role]
	[ ] Present   [ ] Apologies

	[Name 4]
	[Title / Role]
	[ ] Present   [ ] Apologies

	[Name 5]
	[Title / Role]
	[ ] Present   [ ] Apologies



Part B — Standing Agenda Items
Every meeting opens with these items in this order. Do not skip them.

	#
	Item
	Time Allowed
	Owner

	1
	Welcome & confirm quorum
	5 min
	Chair

	2
	Confirm agenda — any additions or removals?
	3 min
	Chair

	3
	Review & approve minutes of last meeting
	5 min
	Minute-taker

	4
	Review outstanding actions from last meeting
	10 min
	All

	5
	Financial update — current period vs. budget
	10 min
	[Name]



Part C — Business Items for This Meeting
List each item to be discussed or decided. Assign a time limit and an owner for each.

	#
	Agenda Item
	Type
	Time
	Owner
	Decision Required?

	6
	[Item — e.g., Review Q3 results]
	[ ] Info  [ ] Decision
	__ min
	[Name]
	[ ] Yes  [ ] No

	7
	[Item — e.g., Approve new hire]
	[ ] Info  [ ] Decision
	__ min
	[Name]
	[ ] Yes  [ ] No

	8
	[Item — e.g., Succession update]
	[ ] Info  [ ] Decision
	__ min
	[Name]
	[ ] Yes  [ ] No

	9
	[Item — e.g., Family policy review]
	[ ] Info  [ ] Decision
	__ min
	[Name]
	[ ] Yes  [ ] No

	10
	[Item]
	[ ] Info  [ ] Decision
	__ min
	[Name]
	[ ] Yes  [ ] No

	11
	[Item]
	[ ] Info  [ ] Decision
	__ min
	[Name]
	[ ] Yes  [ ] No



Part D — Closing
	#
	Item
	Time Allowed
	Owner

	12
	Any other business (AOB) — brief items only, no major decisions
	5 min
	Chair

	13
	Set date, time, and location of next meeting
	3 min
	Chair

	14
	Confirm action items — who, what, by when
	5 min
	Minute-taker

	15
	Close meeting
	1 min
	Chair



Part E — Pre-Meeting Checklist
Complete before distributing this agenda:

	[ ]
	Agenda distributed to all members at least 7 days before the meeting


	[ ]
	Supporting documents and reports attached or linked


	[ ]
	Last meeting’s minutes attached for approval


	[ ]
	Action tracker reviewed and updated


	[ ]
	Financial report prepared by [Name] and attached


	[ ]
	Venue confirmed / video link tested




	Template 2 — Decision Log
A permanent record of every decision made in family business meetings
The Family Business Playbook · Powered by Sider Road



	Business Name
	[Legal name]

	Year
	[Year — e.g., 2025]

	Maintained by
	[Name — Family Council Chair or designated Secretary]

	Last Updated
	[Date]



	The Decision Log is a permanent governance record. Once a decision is entered and the meeting minutes are approved, it should not be altered. Any correction or reversal of a decision must itself be entered as a new decision.



How to Use This Log
Enter every formal decision made at every Family Council meeting. A ‘decision’ is any matter that was voted on, or any matter agreed by consensus after discussion. This includes:

1. Approval of budgets, expenditures, or major contracts
1. Appointment or removal of family members in roles
1. Changes to compensation or benefits for family members
1. Approval or amendment of any governance document
1. Any decision about ownership, equity, or distributions
1. Changes to the business’s strategy, direction, or structure
1. Any matter escalated through the conflict resolution process

Decision Log — [Year]

	#
	Date
	Meeting
	Decision Made
	Vote (Y / N / Abstain)
	Effective Date
	Notes / Follow-up

	001
	
	
	[Describe the decision in full — what was agreed, approved, or rejected]
	Y:_  N:_  A:_
	
	

	002
	
	
	
	Y:_  N:_  A:_
	
	

	003
	
	
	
	Y:_  N:_  A:_
	
	

	004
	
	
	
	Y:_  N:_  A:_
	
	

	005
	
	
	
	Y:_  N:_  A:_
	
	

	006
	
	
	
	Y:_  N:_  A:_
	
	

	007
	
	
	
	Y:_  N:_  A:_
	
	

	008
	
	
	
	Y:_  N:_  A:_
	
	

	009
	
	
	
	Y:_  N:_  A:_
	
	

	010
	
	
	
	Y:_  N:_  A:_
	
	

	011
	
	
	
	Y:_  N:_  A:_
	
	

	012
	
	
	
	Y:_  N:_  A:_
	
	



Annual Decision Summary
	Total decisions made this year
	Decisions by unanimous agreement
	Decisions by majority vote
	Decisions reversed or amended

	
	
	
	




	Template 3 — Voting & Motion Record
Formal record of every vote and motion at family business meetings
The Family Business Playbook · Powered by Sider Road



	Business Name
	[Legal name]

	Meeting Date
	[Date]

	Meeting Number
	[e.g., Q2-2025 / Meeting #15]

	Chair
	[Name]

	Quorum Confirmed
	[ ] Yes   Members present: ___  Required for quorum: ___



Complete one Motion Record block for every vote taken at this meeting. File with the meeting minutes.

Motion Record — Use One Block Per Vote

Motion 1
	Field
	Details

	Motion number
	01

	Moved by
	[Name]

	Seconded by
	[Name]

	Full text of the motion
	[Write out the exact wording of what was proposed — be specific]

	Discussion summary
	[Brief summary of points raised for and against — 2-4 sentences]



	Member Name
	Vote
	Notes

	[Name 1]
	[ ] For   [ ] Against   [ ] Abstain
	

	[Name 2]
	[ ] For   [ ] Against   [ ] Abstain
	

	[Name 3]
	[ ] For   [ ] Against   [ ] Abstain
	

	[Name 4]
	[ ] For   [ ] Against   [ ] Abstain
	

	[Name 5]
	[ ] For   [ ] Against   [ ] Abstain
	

	TOTALS
	For: ___   Against: ___   Abstain: ___
	



	Outcome
	[ ] CARRIED   [ ] DEFEATED   [ ] TIED — Chair’s casting vote: [ ] For   [ ] Against

	Action required
	[What happens next as a result of this decision — who does what by when]



Motion 2
	Field
	Details

	Motion number
	02

	Moved by
	[Name]

	Seconded by
	[Name]

	Full text of the motion
	

	Discussion summary
	



	Member Name
	Vote
	Notes

	[Name 1]
	[ ] For   [ ] Against   [ ] Abstain
	

	[Name 2]
	[ ] For   [ ] Against   [ ] Abstain
	

	[Name 3]
	[ ] For   [ ] Against   [ ] Abstain
	

	[Name 4]
	[ ] For   [ ] Against   [ ] Abstain
	

	TOTALS
	For: ___   Against: ___   Abstain: ___
	



	Outcome
	[ ] CARRIED   [ ] DEFEATED   [ ] TIED

	Action required
	



Chair’s Certification
I certify that the above voting records accurately reflect the votes cast at this meeting.

	Chair’s signature
	Printed name
	Date

	
	
	




	Template 4 — Meeting Minutes
Official record of every family business council meeting
The Family Business Playbook · Powered by Sider Road



	Business Name
	[Legal name]

	Meeting Date
	[Date]

	Meeting Type
	[ ] Regular Council  [ ] Special  [ ] Emergency

	Start Time
	[Time]

	End Time
	[Time]

	Location
	[Address / Video platform]

	Chair
	[Name]

	Minute-taker
	[Name]

	Meeting Number
	[e.g., Q2-2025 / Meeting #15]

	Next Meeting
	[Date, time, location]



1. Attendance
	Name
	Role
	Attended
	Apologies Received

	[Name 1]
	[Role]
	[ ] Yes  [ ] No
	[ ]

	[Name 2]
	[Role]
	[ ] Yes  [ ] No
	[ ]

	[Name 3]
	[Role]
	[ ] Yes  [ ] No
	[ ]

	[Name 4]
	[Role]
	[ ] Yes  [ ] No
	[ ]

	[Name 5]
	[Role]
	[ ] Yes  [ ] No
	[ ]



Quorum: [ ] Confirmed — meeting proceeds   [ ] Not confirmed — meeting adjourned

2. Agenda Confirmed
The agenda was distributed on [date]. The following changes were made at the meeting:

[None / List any items added or removed from the agenda]
3. Minutes of Previous Meeting
Minutes of the meeting held on [previous date] were:

[ ] Approved as circulated     [ ] Approved with the following amendments:

[List any amendments agreed]
4. Outstanding Actions from Previous Meeting
	Action
	Owner
	Due Date
	Status

	[Action from last meeting]
	[Name]
	[Date]
	[ ] Complete  [ ] In progress  [ ] Overdue

	[Action from last meeting]
	[Name]
	[Date]
	[ ] Complete  [ ] In progress  [ ] Overdue

	[Action from last meeting]
	[Name]
	[Date]
	[ ] Complete  [ ] In progress  [ ] Overdue

	[Action from last meeting]
	[Name]
	[Date]
	[ ] Complete  [ ] In progress  [ ] Overdue



5. Financial Update
[Summarise the financial update presented — revenue vs budget, key variances, cash position, any concerns raised. Attach the financial report as an exhibit.]
6. Business Items
Item 6.1 — [Agenda item title]
Presented by: [Name]
[Summary of discussion — what was raised, key points made, any concerns. If a vote was taken, note the outcome and refer to the Voting Record.]
Item 6.2 — [Agenda item title]
Presented by: [Name]
[Summary of discussion]
7. Any Other Business
[List any brief matters raised under AOB. Note: no major decisions should be made under AOB without prior notice to all members.]
8. Next Meeting
	Date
	Time
	Location
	Proposed Agenda Items

	
	
	
	



9. Close
Meeting closed at [time]. These minutes were prepared by [Name] and will be circulated for approval at the next meeting.

Approval of Minutes
These minutes are approved as a true and accurate record of the meeting.

	Chair’s Signature
	Printed Name
	Date Approved

	
	
	




	Template 5 — Action Tracker
Who does what, by when — updated after every meeting
The Family Business Playbook · Powered by Sider Road



	Business Name
	[Legal name]

	Year
	[Year]

	Maintained by
	[Name]

	Last Updated
	[Date — update after every meeting]



	The Action Tracker is a live document — update it after every meeting and circulate to all Council members within 48 hours. Outstanding actions are reviewed at the start of every meeting.



How It Works
Every action agreed at a Family Council meeting is entered here. Each action must have: a clear description of what needs to be done, a single named owner (not ‘the team’ or ‘everyone’), and a specific due date. Update the status column as actions progress.

Active Actions

	ID
	Action
	Owner
	Due Date
	Meeting
	Status
	Notes

	A-001
	[Describe the specific action — what exactly needs to happen]
	[Name]
	[Date]
	[Meeting ref]
	[ ] Not started
[ ] In progress
[ ] Complete
[ ] Overdue
	

	A-002
	
	[Name]
	[Date]
	
	[ ] Not started
[ ] In progress
[ ] Complete
[ ] Overdue
	

	A-003
	
	[Name]
	[Date]
	
	[ ] Not started
[ ] In progress
[ ] Complete
[ ] Overdue
	

	A-004
	
	[Name]
	[Date]
	
	[ ] Not started
[ ] In progress
[ ] Complete
[ ] Overdue
	

	A-005
	
	[Name]
	[Date]
	
	[ ] Not started
[ ] In progress
[ ] Complete
[ ] Overdue
	

	A-006
	
	[Name]
	[Date]
	
	[ ] Not started
[ ] In progress
[ ] Complete
[ ] Overdue
	

	A-007
	
	[Name]
	[Date]
	
	[ ] Not started
[ ] In progress
[ ] Complete
[ ] Overdue
	

	A-008
	
	[Name]
	[Date]
	
	[ ] Not started
[ ] In progress
[ ] Complete
[ ] Overdue
	

	A-009
	
	[Name]
	[Date]
	
	[ ] Not started
[ ] In progress
[ ] Complete
[ ] Overdue
	

	A-010
	
	[Name]
	[Date]
	
	[ ] Not started
[ ] In progress
[ ] Complete
[ ] Overdue
	



Completed Actions Archive
Move actions here once complete. Keep for one year then archive.

	ID
	Action
	Owner
	Due Date
	Completed Date
	Notes

	
	[Completed action]
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Action Summary
	Total active actions
	Not started
	In progress
	Overdue
	Completed this quarter

	
	
	
	
	



	The Family Business Playbook · Powered by Sider Road · siderroad.com/playbook · Info@SiderRoad.com

These templates are AI-generated frameworks for organizational purposes only. They do not constitute legal advice. Reviewed by Jocelyn Greenky, MBA · In practice since 1985 · 20+ years in family business advisory.


