Board Meeting Minutes
Blank form, ready to use.
	Church
	
	Board
	

	Date
	
	Place
	

	Called to order
	
	Presiding
	

	Recording secretary
	
	Adjourned
	



Present
Present / Absent / Guests: ________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
	Our quorum is ____ of ____ members.        Quorum met?   ☐ Yes   ☐ No


Print the number. A decision taken without a quorum is not a decision, and the meeting where that gets discovered is always two years later, in front of somebody's lawyer.
Approval of prior minutes
________________________________________________________________________________________
________________________________________________________________________________________
Financial report
Attachment: ________________________________________________________________________________________
________________________________________________________________________________________
Pastor's report
________________________________________________________________________________________
________________________________________________________________________________________
Old business
________________________________________________________________________________________
________________________________________________________________________________________
New business
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________


Motions
	Motion
	Moved / seconded
	Discussion
	For / Ag / Abs
	Carried?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


One motion here fails on purpose. Minutes that only ever record unanimous agreement are minutes nobody trusts two years later.

Action items
	Item
	Owner
	Due

	
	
	

	
	
	

	
	
	

	
	
	


Executive session
________________________________________________________________________________________
________________________________________________________________________________________
Executive session is for personnel, discipline, legal advice and property negotiation. It is not for anything the board would simply rather not minute. Record that you entered one, when you left it, and whether anything was decided.
Next meeting
____________

	Chair
	
	Date
	

	Secretary
	
	Date
	


Free template from MinistryPlanner.church — minutes your successor can actually search




