Board of Directors Meeting Minutes
administrativeassistant.net
Board of Directors Meeting Minutes
Meeting Details
	Field
	Details

	Date
	

	Call to Order
	

	Adjournment
	

	Location
	

	Meeting Type
	Regular / Special / Emergency


I. Call to Order
The meeting was called to order at ____ by [Name], [Title].
II. Roll Call
Directors Present:
· [Name, Title]
· [Name, Title]
· [Name, Title]
Directors Absent:
· [Name, Title]
Guests Present:
· [Name, Title/Organization]
III. Approval of Agenda
Motion: ____
Second: ____
Vote: ☐ Approved ☐ Denied | Yes: ___ No: ___ Abstain: ___
IV. Approval of Previous Minutes
Motion to approve minutes from [Date]: ____
Second: ____
Vote: ☐ Approved ☐ Denied | Yes: ___ No: ___ Abstain: ___
V. Officer Reports
· President:
· Treasurer:
· Secretary:
VI. Committee Reports
List any committees and summarise their reports.
VII. Old Business

1. Discussion: ______
Action: ______
VIII. New Business

1. Motion: ______
Second: ______
Discussion: ______
Vote: Yes: ___ No: ___ Abstain: ___
IX. Executive Session (if applicable)
Entered: ____ Exited: ____
Topics Discussed: ______
X. Announcements

XI. Next Meeting
	Field
	Details

	Date
	

	Time
	

	Location
	


XII. Adjournment
Motion to adjourn: ______
Second: ______
Meeting adjourned at: ______
Respectfully submitted,
Secretary
Date: ______
Approved by,
Board President
Date: ______
