



	

[bookmark: Text7][Full name of housing co-op or letterhead]



Board of Directors Meeting - Minutes 


[bookmark: Text1]Date and time  	     
[bookmark: Text5]Meeting location and address: ___________________________________________________________

In attendance:
[bookmark: Text4]Recording secretary: __________________________________________  
[bookmark: Text3]Chair: ___________________________________________________________
Directors:
[bookmark: Text6]												________
												________
Absent with consent:
												________
Absent without consent:
												________
Guests:
												________
												________
[bookmark: Text8]Call to order at: _________

[bookmark: Check1]Quorum present: |_|

	AGENDA ITEMS / MOTIONS / DISCUSSION
	ACTION REQUIRED
PERSON RESPONSIBLE

	1. Adoption of agenda 
	

	[bookmark: Text12]2. Approval of previous minutes of ____________________

	

	3. Business arising from minutes
[bookmark: Text13][Record key points considered, decisions made, assignments and deadlines]

	

	
	

	
	

	
	

	[bookmark: _GoBack]Date of next meeting:
____________________
	



[bookmark: Text9]
The chairperson declared the meeting closed at: _________
[bookmark: Text11]Minute-Taker’s Signature: ____________________________ Chair’s Signature: ____________________________
Approved at Board meeting of:  ____________________________
Secretary’s Signature: ____________________________ Date:  ____________________________



