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Meeting Minutes: [INSERT DATE AND TIME OF MEETING]
[INSERT MEETING LOCATION OR STATE VIA CONFERENCE CALL]
[INSERT LOCAL CHAPTER ADDRESS]
[INSERT LOCAL CHAPTER CITY, STATE, ZIP]

Call to Order - [Insert name of person and position that called the meeting to order at ______[a.m. or p.m.] and introduced the members of staff, advisory members and guests in attendance.

Roll Call – [The following directors were present/absent. List all Board members and place an asterisk (*) after the names of those not present.  List the advisory members and guests that were present]

Approval of the Minutes – On motion made, seconded, and carried, the board approved the previously distributed minutes of the meeting of the board held [insert date].

Reports of Officers and Committees
Treasurer’s Report – [Insert name and title] reviewed and responded to questions on the financial statements [including the [insert date] income statement and the balance sheet. He/She also reviewed and responded to questions on the status of the organization’s performance in comparison to the budget approved on _______.  On motion made, seconded, and carried, the board approved the Treasurer’s Report of the meeting of the board held [insert date].
 
Community Outreach Committee Report - [Insert name and title] reviewed and responded to questions on the Community Outreach Report presented to the Board.  On motion made, seconded, and carried, the board approved the Community Outreach Report of the meeting of the board held [insert date].

Membership Committee Report - [Insert name and title] reviewed and responded to questions on the Membership Report presented to the Board.  On motion made, seconded, and carried, the board approved the Membership Report of the meeting of the board held [insert date].

Education Committee Report - [Insert name and title] reviewed and responded to questions on the Education Report presented to the Board.  On motion made, seconded, and carried, the board approved the Education Report of the meeting of the board held [insert date].

Old Business – [Insert Summary of topics discussed and if any, action taken]

New Business – [Insert Summary of topics discussed and if any, action taken]

Other Business - [Insert Summary of topics discussed and if any, action taken]

Open Discussion - [Insert Summary of topics discussed and if any, action taken]

Executive Session - All staff and guests left the meeting at this time and the board then met in executive session.

Next Meeting – [Next Meeting Information]

Adjournment – There being no further business, the meeting was adjourned at _________[a.m. or p.m.]
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