Board meeting minutes
Free template from Ember, donewithember.com. Replace every [bracket]. Delete this line.
[Organization name], Board of Directors
Minutes of the meeting held on [date]
Time called to order: ________  Time adjourned: ________  Location / link: ____________________
Present: _______________________________________________________________
Absent: ________________________________  Guests: ____________________________
Quorum present: [ ] Yes   [ ] No     Presiding: ________________  Recording: ________________
1. Call to order
Called to order by ______________ at ________.
2. Approval of prior minutes
Minutes of [date] were: [ ] approved as written   [ ] approved with corrections: ____________________
3. Reports
Treasurer: (attach financials) 
	


Executive Director / staff: 
	


Committees: 
	


4. Old business
Topic: __________________________________________
Discussion summary (facts and decisions, not a transcript):
	


Motion: ______________________________________________
Moved by ______________ Seconded by ______________ Result: Carried / Failed  (For ____ Against ____ Abstain ____)
5. New business
Topic: __________________________________________
Discussion summary:
	


Motion: ______________________________________________
Moved by ______________ Seconded by ______________ Result: Carried / Failed  (For ____ Against ____ Abstain ____)
6. Action items
	Task
	Owner
	Due

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



7. Adjournment
There being no further business, the meeting adjourned at ________.
Minutes prepared by: ____________________  Date: __________
Approved by the board on: __________  Secretary signature: ____________________
Keep minutes with your permanent records. Form 990 Part VI asks whether you document meetings at or near the time they happen. General information, not legal advice.
