MINUTES OF THE BOARD MEETING
Fill in the blanks with the details of your meeting. The grey texts are guides: delete them when you finish.
	Type and number of meeting
	

	Date
	

	Start and end time
	

	Place
	

	Chair
	

	Secretary
	



1. Attendance and quorum
Voting members and guests. State whether there was a quorum.
	Member
	Position
	Attendance

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



2. Agenda
The items approved at the start of the meeting.
	1.
	

	2.
	

	3.
	

	4.
	



3. Approval of the previous minutes
Whether they were approved, with or without changes.
	



4. Proceedings
For each item: who presented it, the relevant contributions and how it was resolved.
	



5. Resolutions and votes
Each resolution, with the result of the vote.
	Resolution
	For
	Against
	Abstentions

	
	
	
	

	
	
	
	

	
	
	
	



6. Actions
What the board asks management or its members to do.
	Action
	Owner
	Due

	
	
	

	
	
	

	
	
	



7. Close
Closing time and date of the next meeting, if set.
	




	Chair
	
	Secretary



Template by Omega Writer. Want it filled in for you from the recording? omegawriter.app/en
