
2. Ap p roval  o f  M in u t es1. C a l l  t o  O r d e r

Board meeting agenda template
D a t e : T im e :

L o c a t io n : A t t e n d e e s :

•Time and attendance call

•Declaration of quorum

•Approval of the minutes from the 
previous board meeting

•Matters arising from the minutes

4 . U n f in is h e d  B u s in e s s3. R e p o r t s

•President’s report

•Financial report

•Committee reports

•Discussion on pending matters from the 
previous meeting

•Decisions to be taken on unfinished 
business

6 . A n y  O t h e r  B u s in e s s5 . N e w  B u s in e s s

•Discussion on new matters

•Decisions to be taken on new business

•Discussion on any matter that was not 
included in the previous items

•Decisions to be taken on any other 
business

8 . A d jo u r n m e n t7 . D a t e , T im e  a n d  P l a c e  o f  N e x t  M e e t in g

•Deciding on the date, time and 
venue for the next board meeting

•Concluding the meeting


