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Board Meeting Minutes Template

	Meeting Details

	Date
	[Insert date]


	Time
	[Insert time]


	Venue / Location
	[Insert venue or online meeting link details]


	Chairperson
	[Insert chairperson name]


	Whakatau / Opening
· Karakia Timatanga led by [NAME]
· Mihimihi / Whakawhanaungatanga led by [NAME]

	
	Item

	1. Admin


	a
	Attendance & Apologies
Present:
Apologies:

Resolution: That the apologies be accepted
Moved: 
Seconded: 
Motion passed Yes/No
Abstentions:


	b
	Declaration of Interests
[Check for any updates]


	c
	Confirmation of Previous Minutes
Resolution: That the minutes of the meeting dated [XXX]  be accepted as a true and accurate record. 

Amendments / Corrections: 

Moved:  
Seconded: 
Motion passed: Yes/No
Abstentions:


	d
	Matters Arising / Actions Register
[Move straight into the substance of the meeting while people are fresh. Major discussions should note not only the decision but also the general thrust of the conversation and the points of view covered.]

	Action
	Person assigned
	Date to complete
	Status
	Comments

	
	
	
	Complete/In progress/Outstanding
	





	2. Strategic Governance Matters


	a
	Chairperson Report
[Summary]

Key discussion points
·  
·  
·  

Decisions / Resolutions
·  
·  
·  


	b
	Chief Executive Report
[Summary]

Operational updates
·  
·  
·  

Risks/issues identified
·  
·  
·  

Decisions / Resolutions
·  
·  
·  



	c
	Financial Report
[Summary]

	Item
	Current Period
	Year to Date
	Notes

	Revenue
	
	
	

	Expenses
	
	
	

	Net position
	
	
	

	Cash position
	
	
	



Key financial matters


	
	Resolution: That the XXXX report(s) for the period dated XXXX be received.
Moved: 
Seconded:
Motion passed: Yes/No
Abstentions:

	3. Strategic Discussion Items


	a
	Item

[Background]

Discussion summary
·  
·  
·  

Values and Kaupapa Māori considerations: 

Decision / Resolution

Actions

	b
	[Insert topic and intended outcome]

	c
	[Insert topic and intended outcome]

	4. Risk & Compliance

	a
	Health, Safety & Wellbeing
TBC

	b
	Risk Register Review
TBC


	c
	Policy Review & Compliance Updates
TBC


	5. General Business

	a
	[Topic discussion outcome summary]

	b
	[Topic discussion outcome summary]

	c
	[Topic discussion outcome summary]

	Closing

	
	Summary of decisions & actions

Resolutions
	Resolution
	Outcome

	
	



Actions
	Action
	Person assigned
	Date to complete
	Status

	
	
	
	




	
	Confirmation of next meeting
Time:
Date: 
Place: 

	6. Closing
· Karakia whakamutunga led by
· Meeting closes [TIME]




These minutes have been accepted as a true and accurate record by the board of [NAME]. 

Signed:	______________________ 		______________________
               	Chair					Date:



mathersolutions.co.nz		To kōrero about next steps for your board, whakapā mai – contact us!
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