TheStartupsHub   Document template
Board Meeting Minutes
Record decisions taken at a board meeting
Use this to record the decisions and discussion at a meeting of the board of [Company Name].

Meeting details
	Field
	Detail

	Company
	[Company Name]

	Date and time
	[date, time]

	Location
	[location / video]

	Chair
	[name]

	Secretary
	[name]


Present and apologies
Present: [names]. Apologies: [names]. The chair confirmed a quorum was present.
1. Approval of previous minutes
The minutes of the meeting on [date] were approved as an accurate record.
2. Matters discussed
1. [Topic 1]: [summary of discussion].
1. [Topic 2]: [summary of discussion].
3. Resolutions
RESOLVED: [decision 1]. RESOLVED: [decision 2].
4. Actions
	Action
	Owner
	Due

	[action]
	[name]
	[date]

	[action]
	[name]
	[date]


5. Next meeting
The next meeting is scheduled for [date]. There being no further business, the chair closed the meeting.
Signed as a correct record:
Signatures
Chair	Secretary
______________________________	______________________________
Signature	Signature
______________________________	______________________________
Name	Name
Title	Title
Date	Date
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