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STRICTLY PRIVATE & CONFIDENTIAL
INVESTMENT COMMITTEE MEMO
Decision paper template  ·  [Company or asset and transaction name]
	Proposal
	[Company or asset and transaction name]

	Prepared for
	[Fund or investing entity and authorised committee]

	Prepared by
	[Deal lead, reviewers and responsible executive]

	Committee date and version
	[Date, document version and evidence cut-off date]

	Distribution classification
	[Apply your organisation's confidentiality policy]

	MatchPoint owner
	[Deal lead]

	Status
	[Draft / For decision / Approved]

	Date
	[DD-Mmm-YYYY]


Purpose:  Use this paper to record the investment decision requested, the supporting evidence, material assumptions, downside cases and approval conditions. Replace bracketed prompts, expand the sections required by your committee and remove unused fields.
How to use this template:  replace every bracketed placeholder with the deal's facts and the source they rest on; delete any field that does not apply rather than leaving it blank; keep the numbering so the decision record in Section 12 can refer to it. The contents page updates automatically when the document is opened in Word.
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[bookmark: _Toc239590000]Part A.  Decision and recommendation
[bookmark: _Toc239590001]1.  Decision requested
•  Approval sought.  [Transaction, entity, instrument, amount, currency and authority requested]
•  Recommendation.  [Approve, approve with conditions, defer or decline; give the deal team's reasons]
•  Limits and conditions.  [Authority limits, outstanding approvals and conditions to commitment]
[bookmark: _Toc239590002]2.  Executive recommendation
•  Investment rationale.  [Summarise the thesis and the strongest supporting evidence]
•  Economics.  [Entry value, capital commitment, return measures and measurement period]
•  Principal downside.  [State the most material loss mechanism and the assumption it depends on]
•  Unresolved issue.  [Identify what could change the recommendation and who will resolve it]
Record the authorised committee's final decision in Section 12. The deal team owns the recommendation; the committee retains approval authority. This template does not constitute an investment recommendation or replace specialist review.


[bookmark: _Toc239590003]Part B.  Transaction and investment thesis
[bookmark: _Toc239590004]3.  Transaction overview
•  Perimeter.  [Assets, shares or instruments; included and excluded entities and obligations]
•  Counterparties and ownership.  [Buyer, seller, sponsor, beneficial owners and current or proposed structure]
•  Terms and timetable.  [Key commercial terms, exclusivity, approvals and expected milestones]
	Sources of funds
	Amount and currency
	Uses of funds
	Amount and currency

	[Equity source]
	[Enter]
	[Consideration]
	[Enter]

	[Debt source]
	[Enter]
	[Fees and other uses]
	[Enter]

	[Total sources]
	[Enter]
	[Total uses]
	[Enter]



[bookmark: _Toc239590005]4.  Investment thesis
•  Value drivers.  [Explain the drivers of cash flow or strategic value and the evidence for each]
•  Thesis tests.  [State the findings that would invalidate the thesis or change the price or structure]
•  Value creation.  [Actions, accountable owners, cost, timing and measurable benefit]
[bookmark: _Toc239590006]5.  Market and competition
•  Market definition.  [Relevant customer, product, geography, demand and competitive boundaries]
•  Evidence and limitations.  [Primary sources, dates, comparables and limits of coverage]
•  Competitive position.  [Pricing, substitution, customer concentration, barriers and downside assumptions]


[bookmark: _Toc239590007]Part C.  Underwriting and governance
[bookmark: _Toc239590008]6.  Business or asset underwriting
•  Cash generation.  [Revenue drivers, margins, collections, working capital and capital expenditure]
•  Historical reconciliation.  [Reconcile accounts, operating records and cash evidence to the model]
•  Forecast assumptions.  [Separate verified inputs, management estimates and adviser analysis]
	Material driver
	Base assumption
	Evidence and date
	Downside sensitivity

	[Revenue or rent]
	[Enter]
	[Source reference]
	[Enter]

	[Margin or occupancy]
	[Enter]
	[Source reference]
	[Enter]

	[Capex or working capital]
	[Enter]
	[Source reference]
	[Enter]



For property investments, include the rent roll, physical and economic occupancy, collections, lease expiries, recurring costs, capital expenditure and property-level debt service. Reconcile these to the same asset perimeter and model version.
[bookmark: _Toc239590009]7.  Management and governance
•  Execution responsibility.  [Management capabilities, key-person dependencies and delivery owners]
•  Oversight and protections.  [Board representation, reserved matters, reporting and information rights]
•  Alignment and conflicts.  [Ownership, incentives, related-party matters and conflicts requiring disclosure]
•  Post-investment plan.  [Operating priorities, reporting cadence and escalation responsibilities]


[bookmark: _Toc239590010]Part D.  Valuation, returns and financing
[bookmark: _Toc239590011]8.  Valuation and returns
•  Valuation basis.  [Methods, valuation date, comparables, adjustments and supporting source references]
•  Value bridge.  [Enterprise to equity value, net debt, cash, fees, dilution and transaction adjustments]
•  Model control.  [File name, version, owner, review date and reconciliation status]
	Metric
	Base case
	Downside case
	Upside case

	Capital committed and currency
	[Enter]
	[Enter]
	[Enter]

	Cash yield and period
	[Enter]
	[Enter]
	[Enter]

	IRR and equity multiple
	[Enter]
	[Enter]
	[Enter]

	Exit date and value basis
	[Enter]
	[Enter]
	[Enter]



Define gross or net returns, fees, taxes, currency treatment, cash-flow timing and exit assumptions. Describe the source and rationale for each scenario; retain the calculation schedules with the committee pack.
[bookmark: _Toc239590012]9.  Financing and capital structure
•  Funding terms.  [Debt and equity amounts, pricing, amortisation, maturity and committed availability]
•  Investor and lender protections.  [Security, ranking, guarantees, covenants and cash controls]
•  Headroom and refinancing.  [Debt service, covenant headroom, liquidity and refinancing risks under downside assumptions]
•  Structure comparison.  [Alternatives considered and their effect on returns, control and downside exposure]


[bookmark: _Toc239590013]Part E.  Diligence and risk assessment
[bookmark: _Toc239590014]10.  Diligence findings
Record the scope and limitations of each review. Link each material finding to its effect on valuation, structure, conditions or timing. Legal, tax, accounting and technical conclusions require confirmation within the relevant qualified adviser's scope.
	Workstream
	Finding and evidence
	Status and owner
	Decision implication

	[Commercial]
	[Source and finding]
	[Enter]
	[Enter]

	[Financial]
	[Source and finding]
	[Enter]
	[Enter]

	[Legal and tax]
	[Source and finding]
	[Enter]
	[Enter]

	[Operational or technical]
	[Source and finding]
	[Enter]
	[Enter]



[bookmark: _Toc239590015]11.  Risks and mitigants
	Risk and evidence
	Likelihood and impact
	Mitigant and owner
	Residual exposure

	[Risk 1]
	[Assessment and basis]
	[Action and owner]
	[Exposure after action]

	[Risk 2]
	[Assessment and basis]
	[Action and owner]
	[Exposure after action]

	[Risk 3]
	[Assessment and basis]
	[Action and owner]
	[Exposure after action]



•  Combined downside.  [Explain correlated risks and what happens if mitigants fail or take longer]
•  Unverified matters.  [List missing evidence, unresolved contradictions and the effect on the recommendation]


[bookmark: _Toc239590016]Part F.  Approval conditions and decision record
[bookmark: _Toc239590017]12.  Conditions and monitoring
	Condition or open item
	Required evidence
	Owner and deadline
	Clearance authority

	[Before commitment]
	[Enter]
	[Enter]
	[Enter]

	[Before closing]
	[Enter]
	[Enter]
	[Enter]

	[Post-investment]
	[Enter]
	[Enter]
	[Enter]



•  Monitoring.  [KPIs, thresholds, reporting cadence, owners and escalation or intervention triggers]
[bookmark: _Toc239590018]13.  Committee decision record
•  Decision and authority.  [Approve, approve with conditions, defer or decline; date and approving authority]
•  Approved scope.  [Final amount, terms, limits, conditions and authority to clear each condition]
•  Rationale and challenge.  [Record the rationale, material challenge, dissent or abstention as applicable]
•  Accountability.  [Decision recorder, action owners, deadlines and document repository]
[bookmark: _Toc239590019]14.  Pack control checklist
Confirm each item before circulation and retain the supporting record.
•  ☐  Decision requested and recommendation are explicit and consistent.
•  ☐  Memo, model, valuation and diligence use the same perimeter and version.
•  ☐  Material claims identify their source, date, owner and verification status.
•  ☐  Downside cases, open items and specialist limitations are visible.
•  ☐  Conditions, monitoring owners and the approval record are complete.
•  Final review.  [Reviewer, review date, approved version and location of supporting schedules]
Prepared by MatchPoint Partners  ·  Investment Committee Memo template v1.0, 06-Sep-2026  ·  Strictly private & confidential

	MatchPoint Services FZ-LLC            Tel: +971 523451119 (UAE)     Web: https://www.matchpoint-partners.com




image1.png
matchpoint
s partners




