XYZ Organization




Date, Time
BOARD OF DIRECTORS MEETING

Location of meeting










General organization of the Agenda: topic, “owner” of topic, time allotted 

1. Call to Order
2. Introduce new Board Member(s): names  -- President’s name – 5 min
3. Approve last meeting minutes  -- Secretary’s name – 5 min (minutes are sent before meeting and this is just for questions and approval – someone moves to accept minutes, someone seconds, vote.)
4. Org Updates – ED – 10  min (send report in advance, hit highlights, answer questions. Be sure to bring up any big issues facing the org.)
 Other items – listed individually, with time allotted.  Possible examples are below.
5. Financial Report –  Treasurer & ED’s names (if both) 5 – 10 min

6. Review/Approve  2016 Budget- ED and Treasurer -20 min
7. Review Recommended bylaw update – Board member’s name – 10 min
8. Board Member’s interaction with employees – President’s name – 5 min
9. Event committee plan for big event – committee chair (or event manager name) – 10 min

10. Creation of Nominating Committee – President’s name – 5 min
11.  Other Business (people can mention other items, the president, at her or his discretion calls for discussion or tables it for next meeting.)
12. Next Agenda’s Items (these can be gathered now or e-mailed to designated person before next meeting) 
                     NEXT MEETING DATE:

  Date and time
  Location
Do not recommend the standard “Committee Report” These can be e-mailed to all board members between meetings. Board meeting time is precious and should be for things requiring board action or info that is not so easy to relay via e-mail. So if a committee has something important to share or something that needs board action – then you can add that to the agenda – they should inform the president of this item they want added to the agenda. 

