

Sample Minutes Template

MINUTES of [Board or Committee name]

Meeting date: ________

Call to order: A ______________ [kind of meeting] meeting of the _________________ [board or committee name], was held in ____________ [place] on __________ [date], 20__, Chairperson __________________ [name] presiding, and ______________________ [name], secretary. 
. The meeting convened at ______ [time]
Members in attendance: 

Members not in attendance: 

Guests:

Approval of minutes: Motion was made by [name], and seconded to approve the minutes of the ______________ [date] meeting. Motion carried.

Subcommittee reports: (if applicable. Minutes should reflect that the reports were delivered and by whom. Word for word transcripts of reports should not be included in the minutes, though written versions may be appended to the minutes. Minutes should indicate that reports have been received by the board or committee for information purposes.)

Unfinished business:

[Subject title]


Motion: Moved by [name] that [state motion].


[Brief summary of major discussion points in bulleted list format without names]


Motion carried. Motion failed. [leave only one of these]

New business:

[Subject title]

Motion: Moved by [name] that [state motion].


[Brief summary of major discussion points in bulleted list format without names]


Motion carried. Motion failed. [leave only one of these]

Adjournment: The meeting was adjourned at ______________[time].
________________________________ 


___________________

Secretary







Date of approval

[Board or Committee Name]







