
Sample of Board Meeting Minutes 
Name of Organization  

( Month Day, Year) 
(time and location) 

 
Board Members: 

 
 
 
Present: 
 
 
 
Absent: 
 
 
 
Others Present: 
 
 
 
Proceedings: 
 
 
 
Committee reports: 
 
 
 
Other business: 
 
 
 
Unfurnished Business: 
 
 
 
New Business:  
 
 
 
Meeting adjourned at:   
 
 
 
Recording Secretary  
 
 


