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Confidential 
Minutes for a meeting of the Board of Directors of [Association Name] held on [Date], at [Location] commenced at [Time]
1. Attendance 
Present 			Position
Example: Mr xxxx	 	Chair /President
Apologies
The minutes to reflect those directors who send their apologies and those apologies should be noted to the directors’ present
In attendance
The minutes should list the other attendees at the meeting, including executive officers of the Association.
2. Declaration of interests
[Name of individual director] declared that s/he had an interest in [Explanation] 
[Name of individual directors] declared that [Explanation] which might affect their relationship with [Association Name] regarding matters to be discussed during the meeting.
3. Minutes of the last board / committee meeting
The minutes of the [Name] board meeting held on [Date] were adopted and signed by the Chair.
4. Action Taken Report
The board to take a note of the action items arising from the previous meeting and the progress made on them.
5. Committee [name] reports
The minutes should also contain a record of the reports received from the board’s committees, such as the audit and nomination committees. This ensures that the delegations made by the board to its committees receive appropriate oversight and that the board takes responsibility for any resolutions arising from committee deliberations

6. For Approval Items such as Finance Report
The minutes should reflect the discussions took place at the meeting in consideration of the decision.

Suggested language: The board unanimously / by majority passed the following resolution:

“RESOLVED THAT the board approves ………”


Action Items:
The action items arising out of the meeting may be listed below every item wherever action is needed and include: 
• what action is required 
• an assignment of the responsibility to a particular director or executive of the Association 
• the deadlines which are relevant to the performing of actions

7. For strategy discussions
Update on the strategy implementation in respect to corporate plan / strategy document be provided by CEO.
8. Information Items such as CEO Report
Suggested language: The board noted the information contained in the board papers.

There being no further business, the Chair closed the meeting at [Time].

[signature]
[NAME OF THE CHAIR]
[CHAIR]
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