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Meeting Minutes Template

9/29/2007

BOARD MEETING TITLE:
[Title]
MEETING CHAIR:

[Name, email, phone]

MEETING SCRIBE:

[Name, email, phone]

MEETING LOCATION:
[Physical location or conference room]

[image: image1.png]
I. CALL TO ORDER

[ Comments ] 

II. WELCOME AND INTRODUCTIONS

III. COMMITTEE LEADER’S COMMENTS
[ Comments ]
IV. AGENDA ITEMS – SUB-ITEMS

V. ATTENDEES REMARKS

VI. APPROVAL OF PAST MINUTES
VII. EXECUTIVE DIRECTOR’S REPORT

VIII. VOTING | REPORTS

IX. MEETING POLICIES

X. OTHER BUSINESS

XI. BOARD ADJOURNMENT 

XII. CONVENE TO CLOSED SESSION 

Please ensure proper signature of approval below. Both the chair and the sub-chair should both approve these minutes. 
________________________________

______________________________
Board Chair Approval



Board Sub-Chair Approval
[ Signature, date ]




[ Signature, date ]
Confidential
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