Sample Board Meeting Minutes
Name of Team
(Board Meeting Minutes: Month Day, Year and Location
Board Members:
Present: Bhata Bhatacharia, Jon White Bear, Douglas Carver, Elizabeth Drucker, Pat Kyumoto, Jack Porter, Mary Rifkin and Leslie Zevon
Absent: Melissa Johnson
Quorum present? Yes

Others Present:
Susan Johns, Sam Greiner, team members; Fr. Joe Smith, spiritual director
Proceedings:
Meeting called to order at 7:00 p.m. by president Elizabeth Drucker.  Fr. Joe offered an opening prayer
Minutes of the (date) meeting were amended as follows:  Motion to appoint Jane Brown as fundraising chair was moved by Pat Kyumoto, not by Jack Porter
Motion to approve the minutes as amended by (Name); seconded by (Name). Motion carried. 

Treasurer’s report (attached)
Mary presented the treasurer’s report.  Jack asked for clarification regarding the amount paid to St. Mark’s for the training sessions.
Motion to accept the treasurer’s report by (Name); seconded by (Name). Motion carried

Training committee report
(Name) reported that an orientation session was held on (Date); 5 potential team members attended.  In accordance with our training plan for the year, an initial talk writing workshop will be held (Date and Time) at (Location) with follow-up sessions scheduled for (dates, times, locations).   Facilitation skills refresher training will be held just prior to the read through for the next weekend (date, time, location)
Three people have successfully completed training. They are (Names).  They are ready to be invited to join team and participate as facilitators on the next weekend and commissioned at the close of the read through.
Briefly record any substantive questions or discussion.
Motion by (Name) to formally invite (Names) to be commissioned as new team members; seconded by (Name). Motion carried or failed.
Follow similar format for other reports, other business

Assessment of the Meeting:
Kyumoto noted that the past three meetings have run over the intended time slot by half an hour. He asked members to bring written reports to save time and for everyone to be very focused during discussions. Carver agreed.  Elizabeth will remind members before the next meeting to bring a written report.

Meeting adjourned at 9:30 p.m.
Minutes submitted by Secretary, Bhata Bhatacharia, (Date, including year)
Action:
Mary will invite (Names) to join team, participate as facilitators/presenters on the next weekend and be commissioned at the close of the read through.
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