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Board of Directors Minutes Template*
JA Company:_____________________________ Date:__________________________
President or Presiding Officer:______________________________________________
Minutes recorded by:______________________ Number of members present:________ 

Call to Order: The meeting was called to order at _______________________(time).
Approval of Minutes: The Human Resources representative reads the minutes from the previous Board of Directors meeting. 


_______Minutes were approved

_______Approved with corrections

Corrections:_____________________________________________________________

_______________________________________________________________________ 

Old Business: (unfinished business from previous meeting)_______________________

_______________________________________________________________________ 

New Business:___________________________________________________________

________________________________________________________________________ 

Officer and Department Reports
· President
· VP of Production 

· VP of Marketing 

· VP of Finance 

· VP of Human Resources

· VP of Public Relations

Summary:______________________________________________________________
_______________________________________________________________________  

Adjournment: The meeting was adjourned at ______________ (time). 
* The Board of Directors Minutes template is designed to be used as a guide through the meeting. You will need additional space for recording “motions,” “seconds,” and department reports. You may want to take company minutes on blank sheets of paper, then transfer the minutes to this template.  
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