[Organization name]
Minutes of the [Regular or Special] Meeting of the Board of Directors
[Date]   |   [Time]   |   [Location or "by video conference"]
Attendance
Present: [names of directors]
Absent: [names of directors]
Also present: [staff and guests]
1. Call to order
[Chair name] called the meeting to order at [time]. The secretary confirmed that a quorum was present.
2. Approval of the agenda
The agenda was approved as presented. [Or note any change.]
3. Conflicts of interest
[No conflicts were disclosed. Or: (Name) disclosed a conflict with item (number) and recused.]
4. Approval of minutes
Motion by [name], seconded by [name], to approve the minutes of [date]. The motion carried.
5. Reports
The executive director and the treasurer presented their written reports, which are attached. [Note any action taken.]
6. [Item title]
Motion by [name], seconded by [name], to [exact wording of the motion].
Result: the motion [carried or failed]. In favor: [number]. Opposed: [number]. Abstaining: [number]. Recused: [name, if any].
7. Action items
[Action]. Owner: [name]. Due: [date].
[Action]. Owner: [name]. Due: [date].
8. Adjournment
The meeting was adjourned at [time]. The next meeting is scheduled for [date].

Submitted by: ______________________________   [Secretary name], Secretary
Approved by the board on: ____________________
General guidance only. Your bylaws and applicable state law set the rules for notice, quorum, and records.
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