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Board Minutes Review

TEMPLATE
Grantee:   


Date of Meeting:

Time:

to 


Meeting called to order:​​​​​​​​____________
 (time) 
Meeting adjourned:

(time)

Meeting chaired by: 



 (name/title)

Total number of seated board members: 



Total number present: 



Total number needed or quorum:



Quorum was met (yes or no):



1.
Were meeting notice, agenda, and minutes distributed prior 

to the meeting?



Yes 


No

How far in advance? 

2.
Was attendance taken? 



Yes 


No

Title of person responsible for keeping attendance records:

3.
Were the minutes of the previous meeting reviewed?


 and approved? 



Yes 


No


If applicable, were corrections made to previous minutes?


Yes 


No

4.
Executive Director Report          


Presentation of Report: 



Written 


Oral

Highlights of report as presented:

5.
Financial Report    N/A


Presentation of Report: 



Written 


Oral


Was a financial report prepared and distributed?


Yes 



No

Highlights of report as presented:

Board Minutes Review

TEMPLATE (Continued)
6.
Committee reports

The Committees presenting reports:

Grantee: 


Date of Meeting:  

FFY:

7.
Program Report 


Presentation of Report:



Written 


Oral

Highlights of report as presented: 

8.
Old/New Business


Highlights, if applicable:


Recommendations for Board Actions/Resolutions: 

9.
Program Analyst observation/comments, including, but not limited to:


Board member preparedness and participation:


Meeting procedures followed/agenda followed


Adequacy of physical arrangements, (i.e., tables/chairs, room size, acoustics, translation/interpretation services, etc.):

Staff present/other present: 


Other comments:


 _____________________________________________________


___________________________________________________________________________


___________________________________________________________________________
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