[Organization name]
Board of Directors Meeting Agenda
[Date]   |   [Start time] to [End time]   |   [Location or video link]

1. Call to order   (2 min)
Chair opens the meeting and notes the time.
2. Roll call and quorum   (2 min)
Secretary records attendance and confirms a quorum.
3. Approval of the agenda   (1 min)
Directors may ask to add or move items.
4. Conflict of interest check   (1 min)
Directors disclose any conflict with items on this agenda.
5. Consent agenda   (3 min)
Approve in one vote: minutes of [date], [routine reports]. Any director may pull an item.
6. Executive director report   (10 min)
Highlights and questions. Written report attached.
7. Financial report   (10 min)
Treasurer presents statements for the period ending [date]. Attached.
8. Committee reports   (10 min)
Only items that need board input or a vote.
9. Unfinished business   (15 min)
[Item]. Decision needed: [state the decision].
10. New business   (25 min)
[Item]. Decision needed: [state the decision]. Supporting document attached.
11. Executive session, if needed   (5 min)
For matters such as personnel or legal advice.
12. Review of action items   (4 min)
Who will do what, by when.
13. Next meeting and adjournment   (2 min)
Next meeting: [date]. Chair closes the meeting and notes the time.
Attachments
A. Minutes of [date]
B. Executive director report
C. Financial statements
D. [Other documents, labeled by agenda item number]
General guidance only. Your bylaws and applicable state law set the rules for notice, quorum, and records.
Free template from Voloboard, the board portal for volunteer boards. voloboard.com
