Appendix B - Board minutes template
	[CHARITY NAME]

	Minutes of board (or) [specified sub-committee] meeting [No. X]

	Date:
	

	Time:
	

	Venue:
	



	Chairperson:
	

	Present
(Charity Trustees):
	

	Quorum:
	

	In Attendance
(Others):
	

	Apologies:
	



	Approval of the minutes of the meeting of [ date of last meeting ]:

	

	Matters arising:

	

	Declarations of conflicts of interest:

	

	Financial report:

	



	Report on activities:

	

	[ Heading for other standing item if applicable, in line with the agenda ]

	

	[ Heading for other standing item if applicable, in line with the agenda ]

	

	[ Heading for general business item, in line with the agenda ]

	

	[ Heading for general business item, in line with the agenda ]

	


	[ Heading for general business item, in line with the agenda ]

	

	Any other business (AOB):

	1.

	2. 

	3. 



	Next Meeting

	Date:
	

	Time:
	

	Venue:
	



	Actions Arising From This Meeting:

	Item No.
	Action
	Person Applicable
	Timeframe

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	
	

	Chairperson’s signature and date                           
	Secretary’s signature and date

	
	

	Chairperson’s name (printed)                                  
	Secretary’s signature and date



[bookmark: _GoBack]This document should be read in conjunction with our ‘Guidance note on minute taking’ and ‘Appendix A - Explanatory sample board minutes’























Legal Disclaimer: 
This template document is issued by the Charities Regulator under section 14(1)(i) of the Charities Act 2009, to encourage and facilitate the better administration and management of charitable organisations. It is published as part of a suite of guidance, intended to provide support to charity trustees to meet their legal duties, by putting in place systems, processes and policies which ensure charities are managed in an effective, efficient, accountable and transparent way. 
This document is a template only, it does not, nor is it intended to be, a definitive statement of the law and it does not constitute legal advice. Charity trustees are recommended to consult their governing document or to obtain their own independent legal advice where necessary. The Charities Regulator accepts no responsibility or liability for any errors, inaccuracies or omissions in this document. 
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