Minutes of the Meeting
[Organization name]
For boards, committees, associations and other formal meetings. Replace the gray text.
	Meeting type
	[Regular board meeting / Annual general meeting / Committee meeting]

	Date
	[Month DD, YYYY]

	Location
	[Address or video call]

	Chair
	[Name, title]

	Secretary
	[Name]


1. Call to order
[The meeting was called to order at 6:00 PM by Name, Chair.]
2. Roll call and quorum
	Members present
	[Name, Name, Name]

	Members absent
	[Name (apologies sent)]

	Others present
	[Name, role]

	Quorum
	[Quorum was present / not present]


3. Approval of the agenda
[The agenda was approved as circulated / with the following changes: ...]
4. Approval of previous minutes
[The minutes of the meeting held on Month DD, YYYY, were approved as written / with corrections.]
5. Reports
	Report
	Presented by
	Action taken

	[Treasurer's report]
	[Name]
	[Received and filed / motions arising, see section 8]

	[Committee report]
	[Name]
	[Received and filed / motions arising, see section 8]

	[Other report]
	[Name]
	[Received and filed]


6. Old business
[Item carried over from the last meeting, discussion and outcome.]
7. New business
[Item, short summary of discussion.]
8. Motions and votes
	Motion
	Moved by
	Seconded by
	For / Against / Abstain
	Result

	[Motion wording]
	[Name]
	[Name]
	[5 / 1 / 0]
	[Carried]

	[Motion wording]
	[Name]
	[Name]
	[ / / ]
	[Carried / Defeated]

	[Motion wording]
	[Name]
	[Name]
	[ / / ]
	[Carried / Defeated]


9. Action items
	Action
	Responsible
	Due date

	[Action]
	[Name]
	[MM/DD/YYYY]

	[Action]
	[Name]
	[MM/DD/YYYY]

	[Action]
	[Name]
	[MM/DD/YYYY]


10. Announcements
[Any announcements made.]
11. Next meeting
[The next meeting will be held on Month DD, YYYY, at time, at location.]
12. Adjournment
[The meeting was adjourned at 7:30 PM.]

	Submitted by
	[Secretary name]          Signature: ____________________

	Approved on
	[Date approved at next meeting]          Chair: ____________________
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