Board Meeting Agenda and Minutes
[Drafting note, delete before use: Draft for professional judgment. Tailor it to the engagement or the firm, and have legal counsel review it where needed. It is not legal advice and does not by itself show compliance with professional standards or with any law or regulation. Minutes record what was decided and why the board was comfortable deciding it. They are not a transcript. Keep them factual and review them with counsel for sensitive matters.]
Part 1. Agenda
	Item
	Topic
	Presenter
	Time
	Action needed (Information / Discussion / Vote)

	1
	Call to order, quorum and conflict of interest disclosures
	[Chair]
	[5 min]
	Information

	2
	Approval of minutes of the prior meeting
	[Secretary]
	[5 min]
	Vote

	3
	Chief executive report and key metrics
	[Name]
	[20 min]
	Discussion

	4
	Financial statements, budget to actual and cash
	[CFO]
	[20 min]
	Discussion

	5
	Audit committee report
	[Chair]
	[15 min]
	Information

	6
	Risk, compliance and cybersecurity update
	[Name]
	[15 min]
	Discussion

	7
	Matters for decision: [list]
	[Name]
	[20 min]
	Vote

	8
	Executive session without management
	[Chair]
	[10 min]
	Discussion

	9
	Adjournment
	[Chair]
	
	



Part 2. Minutes
	Item
	Entry

	Entity
	[Entity Name]

	Meeting
	[Regular / special] meeting of the board of directors

	Date, time and place
	[MM/DD/YYYY], [time], [location or video]

	Notice given
	[Date and method, or waived by all directors]

	Chair
	[Name]

	Secretary
	[Name]



	Directors
	Present (Yes / No)
	Arrived or left

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Others present
	Role

	
	

	
	

	
	



Quorum: [A quorum was present throughout / from [time]].
Discussion and actions
	Item
	Summary of discussion
	Action or resolution
	Vote (For / Against / Abstain)

	Conflicts of interest
	[None disclosed / disclosures and recusals]
	
	

	Prior minutes
	
	Approved as [presented / amended]
	

	Financial results
	[Key points and questions]
	
	

	Resolution 1
	[Text]
	RESOLVED, that [text]
	[Number] / [Number] / [Number]

	Resolution 2
	
	
	

	Executive session
	[Held; no action / actions taken]
	
	



Action items
	Action
	Owner
	Due
	Status

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



There being no further business, the meeting was adjourned at [time].
	
	Name
	Signature
	Date

	Secretary
	[Name]
	______________________
	[MM/DD/YYYY]

	Approved by the board on
	
	Chair: ______________________
	[MM/DD/YYYY]



Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
