
Board Meeting Minutes



Regular board meeting of_________________________________________________





                       Name of Organization

Date and time ___________________________  Location _______________________

Attendance:

In Person: (list all those in attendance at the meeting in person, alphabetically if possible)
By telephone or electronically: (if your constitution allows for attendance by telephone or electronically, list all those who used this option to attend) 
Regrets: (list all those who sent their regrets)
1. Call to Order – Chairperson (insert name and time called to order)
2. Comments and Introductions - Chairperson 
3. Approval of Agenda (motion to approve)
4. Review of Previous Minutes 
· Read, amend, approve and file
· Review and update assigned tasks

5. Executive and Committee Reports 
· Secretary  (this may include a list of any correspondence)
· Treasurer (this should include a financial report, motions to accept the report, motions to pay bills etc))
· Vice-Chairperson

· Chairperson

· Committees

6. Unfinished / Old Business 
7. New Business 

8. Board Member Presentation/Sharing 
9. Conclude Meeting 
· Next meeting date/time/location

· Adjourn meeting (closing time)
Room for signatures and date of adoption







