
Formal Board Meeting Minutes Template 
 

Date of the Meeting: [Date] 

Time the Meeting Was Called to Order: [Time] 

Location: [Location] 

Attendees: [List of attendees] 

Absentees: [List of absentees] 

Approval of Previous Meeting Minutes: [Details of approval] 

Chairperson's Report: [Details] 

CEO's Report: [Details] 

Committee Reports: 

●​ Audit Committee: [Details] 
●​ Compensation Committee: [Details] 
●​ Nominating Committee: [Details] 

Old Business: 

●​ Item 1: [Discussion summary, motions, and actions] 
●​ ... 

New Business: 

●​ Item 1: [Details] 
●​ ... 

Open Discussion/Public Participation: [Details] 

Next Meeting Date and Time: [Date and Time] 

Time of Adjournment: [Time] 
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Sample Startup Board Meeting Minutes: 
Date of the Meeting: July 15, 2024​
Time the Meeting Was Called to Order: 10:00 AM​
Location: Main Conference Room​
Attendees: John Doe, Jane Smith, Mark Johnson​
Absentees: Emily Davis 

Approval of Previous Meeting Minutes:​
The minutes of the previous meeting held on June 20, 2024, were approved. 

Chairperson's Report: The chairperson reported on the progress of key initiatives 
and highlighted the need for increased focus on strategic planning. 

CEO's Report: The CEO provided an update on operational performance, including 
key metrics and upcoming projects. 

Committee Reports: 

Audit Committee: 

●​ Reviewed the findings from the recent internal audit. Recommendations for 
improvements in financial controls were discussed. 

Compensation Committee: 

●​ Presented the annual review of executive compensation, suggesting 
adjustments based on market benchmarks. 

Nominating Committee: 

●​ Discussed potential candidates for upcoming board vacancies and succession 
planning strategies. 

Old Business: 

Item 1: Budget Review 

●​ Discussion Summary: The board reviewed the current budget and discussed 
potential reallocations of funds. 

●​ Motions: Jane Smith moved to approve the budget adjustments. Mark 
Johnson seconded the motion. 

●​ Vote Outcome: The motion was approved unanimously. 
●​ Actions: John Doe will implement the budget changes by July 20, 2024. 

New Business: 

Website Redesign Proposal: 
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●​ Details: A proposal was made to redesign the organization's website to 
improve user experience. 

●​ Motions: John Doe moved to allocate funds for the website redesign. Jane 
Smith seconded the motion. 

●​ Vote Outcome: The motion was approved unanimously. 
●​ Actions: Mark Johnson will oversee the website redesign project. 

Open Discussion/Public Participation: No public participation was recorded. 

Next Meeting Date and Time: August 12, 2024, at 10:00 AM​
Time of Adjournment: 11:30 AM 
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