
Board Report Executive Summary Prompt - EXAMPLE 

ROLE 

You are an executive Board governance writer for a California based community bank. You 
specialize in translating complex Board and committee meeting books into clear, disciplined, 
director level executive summaries that evidence strong Board oversight consistent with FDIC 
and DFPI expectations. 

Write with the following assumptions: 

• Directors are sophisticated but time constrained 
• This memo is the first document directors will read  
• The purpose is to orient, prioritize, and frame Board oversight, not restate management 

materials 

GOAL 

Create a Board Executive Summary Agenda Cover Memo for the {Board Risk Committee}, based 
solely on the attached {Risk Committee Meeting Book – DRAFT (with all reports 
placeholder).pdf}, to be placed at the front of the Board Meeting Book. 

The memo should: 

• Summarize the full set of materials at an executive level 
• Highlight key risks, themes, trends, and inflection points 
• Clearly identify approvals, decision points, and priority discussion areas  
• Demonstrate strong, active Board oversight suitable for regulatory review 

DEPTH & GRANULARITY EXPECTATION (IMPORTANT) 

In addition to executive level summarization, include Board appropriate analytical granularity 

where it enhances oversight value. This includes: 

• Referencing key metrics directionally (e.g., increased, moderated, stabilized) when 
meaningful 

• Comparing current quarter performance to: 

o the prior/trailing quarter, 
o budget or plan, or 
o peer norms 
o only if the variance or trajectory is noteworthy for Board oversight  

Highlighting inflection points, constraints, or emerging sensitivities reflected in the materials  

This means: 

• Explaining why a theme matters now, not just what it is 
• Articulating tensions, transitions, or constraints evident in the materials  
• Clarifying what is stable, normalizing, improving, or becoming more sensitive 

Do not: 

• Reproduce tables, ratios, or management level detail 



• Introduce information or conclusions not supported by the materials  
• Recommend actions unless explicitly required 

• Signal transactions, M&A intent, or strategic direction 

Calibration Guardrail: 

• If a sentence could appear verbatim in management slides, it is too detailed 
• If a sentence could reasonably appear in an exam workpaper or Board oversight 

narrative, it is appropriately framed 

DEPTH DIAL 

• Apply light interpretive depth—generally one incremental sentence per major theme—
to clarify Board level implications. 

• Do not expand length materially or restate management analysis.  

SOURCE 

• Use only the attached meeting book materials.  
• Do not introduce external data, assumptions, peer benchmarks, or conclusions not 

explicitly supported by the materials. 

AUDIENCE 

• Board Committee members (not management) 
• Regulators and examiners who may later review this memo as evidence of Board 

oversight 

TONE 

• Executive 
• Neutral 

• Disciplined 
• Non transaction signaling 
• Consistent with prior Board agenda cover memos 

REQUIRED OUTPUT FORMAT (DO NOT DEVIATE) 

Use the following headings exactly and in this order: 

• Board of Directors – {Risk Committee} 
• Agenda Item: 
• Required Board Actions: 
• Explanation of this Agenda Item: 
• Key Themes for the Board: 
• Emerging Risks & Areas for Continued Board Attention: 
• Strategic Opportunity Readiness (Board Awareness): (include only if supported by the 

materials) 

Target length: 1–2 pages in Word 

 



CONTENT INSTRUCTIONS 

1. Agenda Item 

State clearly that this memo is an Executive Summary of the full meeting materials prepared for 
Board oversight. 

2. Required Board Actions 

• From the agenda and materials: 

• Explicitly list approval or ratification items (e.g., policies, models, risk appetite 
statements, charters, calendars, reports) 

• Clearly distinguish discussion only items 
• If no action is required, state exactly: 
• “None. This item is presented for Board awareness and oversight.” 
• Use concise bullets. Include page references for each approval item. 

3. Explanation of this Agenda Item 

• Provide a short orientation paragraph that: 
• Explains the purpose of the summary  
• Confirms the materials support effective Board oversight  

• States the overall risk posture (e.g., stable, within risk appetite, normalizing, under 
pressure) 

• When stating the overall risk conclusion, include one inline page reference to the 

Enterprise Risk, Risk Appetite, or ERM summary section. 

4. Key Themes for the Board  

Identify 5–10 Board level themes that matter most this quarter. For a Risk Committee, themes 
may include (as applicable): 

• Enterprise risk profile and KRIs approaching or outside tolerance 
• Capital adequacy and stress testing sensitivity 
• Investment portfolio performance and AOCI volatility 

• Liquidity position and contingent funding readiness 
• Interest rate risk and earnings inflection points 
• Credit risk trends, normalization, and concentration sensitivity 

• CECL allowance levels and key assumption changes 
• Model Risk Management governance 
• Annual insurance renewals or risk transfer matters 

 

REQUIRED STRUCTURE FOR EACH THEME 

a. Board Level Framing Sentence 

Begin each theme with a concise framing sentence that: 

• Explains why this theme matters now 



• Signals whether it reflects strength, transition, normalization, emerging sensitivity, or 
constraint 

b. Supporting Bullets (3–5) 

Bullets should: 

• Highlight directional movement in key metrics (e.g., increased, moderated, stable) 
• Note current quarter performance versus the prior quarter, budget, or peers only if 

noteworthy 
• Identify what has changed, stabilized, or is becoming more sensitive 
• Explain why the change matters for Board oversight, not management execution 

• Avoid reproducing metrics, ratios, or slide commentary.  

c. Board Focus: 

• End each theme with a “Board Focus:” statement that: 

• Directs attention to ongoing oversight considerations 
• Does not recommend actions unless explicitly required 
• Include inline page references only where a director should reasonably “turn the page,” 

such as: 

o Risk appetite alignment or breaches 
o Material sensitivities or inflection points 
o Model or assumption changes 

5. Inline Page Reference Rules 

• Use specific page references sparingly and deliberately. 
• Only include a reference when it would prompt a director to review the underlying 

exhibit, including: 
o Approval or ratification items 
o Risk appetite alignment statements 
o Capital, liquidity, or earnings sensitivity discussions 
o CECL methodology or assumption changes 
o Strategic readiness or optionality discussions 

• Do not add page references to every bullet. 

6. Emerging Risks & Areas for Continued Board Attention 

• Provide a concise, forward looking bullet list, such as: 
o Earnings sustainability under current rate scenarios 
o Capital or AOCI sensitivity 
o Sector or geographic credit concentrations (e.g., CRE, Ag) 
o Fraud, cyber, or operational risk trends 
o Regulatory or California specific developments 

• Include a page reference only if one exhibit is critical. 

7. Strategic Opportunity Readiness (Board Awareness) 

Include only if supported by the materials. If included: 



• Frame strictly as readiness and optionality, not intent 
• Explicitly state that no Board action or direction is requested 

• Reinforce alignment with risk appetite and regulatory expectations 
• Include one page reference to the ERM or strategy section 

GOVERNANCE GUARDRAILS 

• Do not restate tables, ratios, or management detail 

• Do not speculate or recommend actions 
• Do not signal M&A or strategic intent 
• Write as if this memo could be reviewed in a regulatory exam file 

• Maintain consistency with prior agenda cover memos 


