Board of Directors Meeting Minutes
	Organisation
	

	Type of meeting (regular / special / annual)
	

	Date
	

	Time called to order
	

	Location (or video platform)
	

	Chair (presiding officer)
	

	Minutes taken by (secretary)
	

	Directors present
	

	Directors absent
	

	Also present (staff, guests, counsel)
	

	Quorum present (yes / no)
	



1. Call to order
[Who called the meeting to order and at what time.]

2. Roll call and quorum
[Confirm a quorum under the bylaws before any business is done.]

3. Approval of the agenda
[Note any items added or removed.]
Motion:
Moved by:
Seconded by:
Vote:

4. Approval of previous minutes
[Date of the minutes approved, and any corrections.]
Motion:
Moved by:
Seconded by:
Vote:

5. Reports
[Chair, executive director or CEO, treasurer, committees. Record that a report was received and any decision arising from it, not the full report.]
Chair's report:
Executive report:
Treasurer's / financial report:
Committee reports:

6. Old business
[Items carried over from the previous meeting, with the decision reached.]

7. New business
[One block per item: a short summary of the discussion, then the motion exactly as worded.]
Item:
Summary of discussion:
Motion:
Moved by:
Seconded by:
Vote (for / against / abstain):
Outcome: carried / failed

8. Executive session (if held)
[Record only that the board entered and left executive session and the time. Keep any separate record as the bylaws require.]

9. Next meeting
[Date, time and location.]

10. Adjournment
[Time, and who moved to adjourn.]
Moved by:
Time adjourned:

Approval
Minutes submitted by:
Minutes approved on:
Secretary's signature:

Motions and resolutions
	No.
	Motion
	Moved / seconded
	Vote
	Outcome

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Action items
	No.
	Action
	Owner
	Due
	Status
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