Board meeting minutes
	Meeting
	

	Date and time
	

	Place / link
	

	Minutes taken by
	

	Chair
	[ ]

	Present
	[ ] of [ ] members · Excused: [ ] · Quorate: yes / no


Summary

Participants
[Name] — [role]
[Name] — [role]
[Name] — [role]
Agenda



Attendance and quorum

Motions and resolutions
	No.
	Motion
	For
	Against
	Abstained
	Result

	
	
	
	
	
	

	
	
	
	
	
	


Reports received


Decisions


Action items
	Owner
	Task
	Due

	
	
	

	
	
	

	
	
	


Next meeting


Approved by the chair: ______________   Date: __________
Secretary: ______________
Template from www.minutesmaster.ai — or let MinutesMaster write these minutes from your recording.




