
WGood governance isn’t just  
about manuals, it’s about people
In today’s environment, the board needs the corporate secretary to do more than just take notes  
and organize meetings. The best corporate secretaries manage the many facets of board operations, 
including overseeing the forward calendar, aligning board and committee meeting agendas with the 
most important strategic issues, and ensuring the right materials are brought before the board. Acting 
as strategic advisors, WATSON’s legally-trained professional corporate secretaries facilitate productive 
Chair/CEO relationships and counsel management and the board on governance-related issues. 

Outsourced Corporate Secretary
Effective decision-making relies on strong support. WATSON’s corporate secretarial services let your board focus 
on making well-informed decisions to advance your organization’s performance and purpose. As your corporate 
secretary, WATSON provides legal and governance counsel at every meeting and the important times in between. 

OUTSOURCED SERVICES

Current Practices Assessment
 We conduct an assessment of your corporate secretarial  
practices by observing a full board cycle, attending both board 
and committee meetings and reviewing all relevant documents. 
We work with you to develop an action plan on how to best 
advance your performance.

Legal and Governance Counsel
We offer legal and strategic governance advice to management, 
committees and directors before, during and after your meetings, 
without the cost of full-time in-house legal counsel. 

Accurate Minute Taking And Record Keeping
We act as recording secretary, drafting, coordinating and  
organizing board and committee agendas, resolutions and 
meeting packages. We prepare minutes, and lead the  
follow-up on action items. 

Compliance 
We maintain up-to-date corporate records and minute books  
to ensure your board and committees fulfill their mandates and 
applicable legal requirements.

Board & Management Liaison
We’re a strategic liaison. Our professional team guides  
management to provide the board with the right information.  
We bring our first class communication skills to the table to 
facilitate productive board and management relationships.  
We offer an objective perspective to help manage the dynamics  
in the boardroom.

Meeting Scheduling & Coordination
We schedule meetings, manage calendars, and streamline  
board packages. 

Bring our years of legal experience and governance expertise to the table.
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Corporate Secretary Consulting
Corporate secretary, board secretary or board liaison? You’re more than a note taker. You channel information between 
the board and management team. You help manage the board’s work and make sure decisions translate into action. Governance 
can be complex, and boards need thoughtful support to perform well. WATSON’s corporate secretary team works closely with 
your governance administrators to enhance your practices, develop standardized value-add documentation and offer advice on 
strategic issues.

OUR SERVICES

WATSON focuses exclusively on governance. Elizabeth Watson, QC founded WATSON on the belief that bringing 
an intentional approach to governance helps organizations perform better. Since 2005 WATSON has helped hundreds of 
organizations establish or improve their governance practices and processes; conduct board, director and CEO 
evaluations; educate their boards and management teams; plan for board and CEO succession; and connect with high 
performing directors and CEOs. WATSON’s clients include private and public companies, public sector entities, major 
trade and professional associations and not-for-profit organizations.
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Coaching 
We help your in-house governance team hone their skills.  
We provide confidential, unbiased feedback on performance  
and presentations.

Tailored Solutions
 We craft tailored meeting package templates including agendas, 
resolutions, briefing notes and minutes.

Whom We Collaborate With:
Q  In-house governance administrators
Q  In-house legal counsel
Q  Management team supporting the board

Minute Taking 
Your board relies on accurate and timely minutes. Our team of professional corporate secretaries brings their deep 
governance and legal training to your boardroom to ensure your board always has the information it needs to perform better. 
Comfortable with tight deadlines and calm under pressure, WATSON makes sure your minutes are accurate, concise, and relevant 
to your context. We deliver the information you need to advance your priorities.

WHAT WE DELIVER

Accurate Minutes
We create the right balance between accurate record keeping 
(aligned with discharging each director’s fiduciary duty) while 
respecting competitive information. We take into consideration 
the complexities of your sector and organization to build a solid 
minute-taking framework that works for you.

Clear Action Items
We structure all our minutes to capture the agreed upon actions 
and accountabilities to ensure the board and management team 
can advance your priorities and purpose. 

Record of Decisions
We make sure the official minutes of your meetings are detailed 
enough to help the board accurately recollect decisions made 
while maintaining an independent position. 
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Bottom line? You’ve got your board’s back – and we’ve got yours.

WATSON corporate secretaries make the minutes matter.


