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BOARD OF DIRECTORS MEETING AGENDA
Customize before each meeting
	[ASSOCIATION NAME]
	Date:

	Time:

	Location / Virtual Link:




	Meeting Type:
	



	Presiding Officer:

	Recording Secretary:

	Quorum Required:







BOARD MEMBERS
	Present:





	Absent / Excused:






	Guests / Staff:
	




MEETING AGENDA

	
	AGENDA ITEM
	LEAD
	TIME

	I.
	Call to Order
	Chair
	2 min

	II.
	Confirmation of Quorum
	Secretary
	1 min

	III.
	Approval of Agenda  ● ACTION
	Chair
	2 min

	IV.
	Consent Agenda  ● ACTION
–  Approval of minutes — [Prior Meeting Date]
–  Approval of [any routine, non-controversial items]
	Chair
	3 min

	V.
	Financial Report
–  Income statement and balance sheet review
–  Budget-to-actual summary
	Treasurer / AMC
	10 min

	VI.
	Committee / Staff Reports
–  [Committee 1]: brief update
–  [Committee 2]: brief update
	Committee Chairs / AMC
	15 min

	VII.
	Old Business
–  [Item carried from prior meeting]
	
	15 min

	VIII.
	New Business  ● ACTION
–  [Discussion item]
–  [Action item — motion required]
	
	20 min

	IX.
	Executive Session
–  Personnel or legal matters only — call as needed
	Chair
	If needed

	X.
	Announcements & Next Steps
–  Next meeting: _________________ at _________________
	All
	5 min

	XI.
	Adjournment  ● ACTION
	Chair
	



ACTION ITEMS FROM THIS MEETING

	ACTION ITEM
	RESPONSIBLE PARTY
	DUE DATE

	
	
	

	
	
	

	
	
	

	
	
	




MEETING NOTES








Best practice: Distribute this agenda and all supporting documents at least 72 hours before the meeting. Board members who arrive informed make better decisions — and your meetings will run shorter.
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