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Guidance Note – For Internal Use Only 

Board paper style guide 

Board papers are our main way to communicate with our Board.  The quality of that communication is central 
to the Board’s opinion of us. 

We need to work as a team to develop a cohesive narrative and demonstrate a consistently high quality of 
leadership and management. 

1. Follow our style  

• All papers must be based on the templates on the Board OneX page and conform with the box below.  

• The templates provide guidance notes on each section of the papers. 

• Generally, papers should not exceed 10 pages (excluding attachments).  To keep longer papers succinct, use tables 
or charts or move information to an attachment.   

• If copying text from another document into a template, use merge formatting to ensure the template formatting is 
maintained.  

Board and BARC paper naming convention: BM123_Item 1.1_Name (month year) 

Examples: 

• BM292_Item 8.8_Credit Report (April 2023) 

• BARC145_Item 2.4_Forward Program (April 2023) 

With attachments: 

• BM292_Item 8.8a_Credit Report (April 2023) 

• BARC144_Item 6.2a_Privacy Policy (Feb 2023) 

Papers classified as ‘Decision’ or ‘Information’ only. 

Every page of a Board paper must contain the meeting 
number, the agenda number and the meeting date. 

Formatting Rules: 

• Always use Arial font 

• Always ‘justify’ paragraphs 

• Main heading Arial 18pt (Styles Heading 1) 

• Paragraph heading Arial 15pt (Styles Heading 2) 

• Sub-heading Arial 11pt (Styles Heading 4) 

• Body text Arial 10.5pt (Styles Body) 

• For attachments, use existing template headings  

2. Develop a narrative 

• Always keep your readers front-of-mind.  The paper is for the Board, not you.   

• Consider what the Board members need to know to make a decision.  Keep the contents relevant and omit anything 
tangential.  Tell a story. 

• The whole Board pack must form a consistent, logical and persuasive narrative for the Board.  To achieve this, we 
must cooperate across teams to use consistent language, abbreviations and writing style.   

• Get to the point quickly.  Don’t repeat information provided at previous meetings or labour over public knowledge.   

3. Write consistently 

Body 
• Write the papers in first person (ie using “we” rather than “Export Finance Australia” or “EFA”).  Only refer to “Export 

Finance Australia”, “EFA” or a particular person or team in third person where it is relevant to emphasise the identity 
of the party involved. 

• Avoid using passive voice where possible as this can obscure the message.  Eg use “We reached financial close 
on the XY transaction" instead of “Financial close was reached by Export Finance Australia on the XY transaction". 

• Keep sentences short and succinct and omit unnecessary words.  If a sentence rolls over to a third line it is in danger 
of being too long or wordy.  Consider splitting it in two.  
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• Use simple language.  Avoid out of date words like “herein” and “whilst” and use “here” or “while” instead.  Technical 
jargon should generally be avoided if it is not well understood. 

• Use dot points rather than a long sentence to convey a series of related ideas. 

• Keep your descriptions and terminology consistent throughout your paper and with that of others. 

• Attachments must be referred to in the body of paper.  Number any attachments 1, 2, 3 etc using this format: 
Attachment x and list them at the end of the paper under the signature block.   

• Label each attachment by number at the top right of its first page. 

• If you need to use a common Latin abbreviation (such as ie, etc, pm, am, pa) don’t use full-stops.   

• Don’t use contractions, write the full words instead eg “would not” instead of “wouldn’t”.  

Resolutions 

• Write draft resolutions in past tense.  Eg “The Board approved…”, “The Board resolved…”, or “The BARC endorsed 
XXX for approval by the Board.” 

• If a resolution requires numbered paragraphs, use a), b), c), etc. 

• When making a recommendation at the end of a paper with a draft resolution, use this wording: “That the 
Board/BARC adopt the draft resolution”. 

Dates, numbers and data 
• Data reported across different papers should always be calculated and expressed consistently. 

• Dates should always be set out in full in this format: 21 March 2023. 

• When referring to a previous Board or Committee meeting, always refer to it by its full date.  Eg “the 23 February 
2023 Board meeting” rather than “the February Board meeting”. 

• When referring to a previous Board or Committee paper, use this format: “Date of meeting (agenda item no.)” eg 
“as noted at the 1 December 2022 Board Meeting (Agenda Item 8.1).  

• When referring to a previous action item, use this format: “Action [meeting no.]/[action item no.]” eg “In response to 
Action 143/2...”.  

• If a sentence starts with a number write as a word. If a sentence contains a number but not at the start, for numbers 
one to ten, write the word and for numbers above ten, write the numeral.  The exception to this is for tables containing 
key facility terms. In those tables, consider using numerals instead of words to keep the detail punchy.    

• In the body of Board papers, Australian dollar amounts must be written in the following format: A$10 million. 
Abbreviations eg ‘m’ or ‘mn’ for million or ‘b’ or ‘bn’ for billion should not be used in the body of Board papers. 

• For other currencies use the following formats: 
 
 

• Data tables and dashboards displaying dollar amounts should apply the following format $10.0M. The currency 
should be noted in the title heading and the denomination should be applied consistently to data displayed in the 
same table.  See example below: 

  [Insert Title] (A$) 
  Value of Transactions Customers New customers 
Result $10M 10 5 
Plan $10M 10 5 
Full Year budget $20M 20 10 

  

 US$10 million  EUR10 million   GBP10 million  JPY10 million 
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Definitions  

• If you need to define a term or abbreviation, use this format: (Defined Term). 

• Don’t define a term unless it is used more than once.  If it’s obvious which report you are referring to, there is no 
need to use a defined term.  Just say “the report”.   

• There is no need to define EFA, BARC and DFAT.  Do define National Interest Account (NIA), Commercial Account 
(CA), AIFFP, NAIF and NHFIC.    

• Avoid defined terms in subject headings or draft resolutions.  If you need to define a term, do so when it is first used 
in the body of the paper. 

• If you are referring to a particular financial year, use this format: “FY 2022/23”.  

Useful resources  
• Please visit the Board OneX page for useful resources including presentation slides. 




























































































































































