SAMPLE BOARD OF DIRECTORS MEETING MINUTES
LOCATION
DATE & TIME

The President, NAME, called the meeting of the Board of Directors to order at TIME. She welcomed members and asked the Secretary, NAME, to call the roll.

Members present: NAMES & TITLES

Members Absent – Excused: NAMES Unexcused: NAMES

Number Members: Total Number of Board Members (Elected Officers, Principal or their Representative, and Board-Appointed Committee Chairs)
Quorum: Majority of number above
Members Present: _
Quorum Met/Not Met

NAME moved to accept the minutes of the DATE Board of Directors Meeting. Seconded by NAME. Motion carried.

PRESIDENT NAME appointed NAME Chairman of the Events Committee. NAME moved to accept the appointment, seconded by NAME.
Motion carried.

President’s Report;
Very brief Summary of information shared

Committee Reports:
Reflections – NAME, Chairman - no report
Membership –NAME, Chairman, reported that our unit has 645 paid memberships. 
Hospitality - NAME, Chairman, reported that the Back To School Breakfast was well received and there were no issues organizing
Advocacy - NAME, Chairman, reported that her plan for her committee is:
1. To draft ideas of relevant issues;
2. To discuss the issues with the President;
3. To bring the issues to the Board for discussion;
4. To make the motion for the Board to vote for approval;
5. To present the Board approved Legislative Platform to General Membership for approval.

NAME moved to adjourn the meeting; seconded by NAME. Motion carried.
Meeting adjourned at 11:01 AM.

Respectfully submitted,
NAME 
PTA Secretary 
