Minutes of (INSERT COMPANY NAME) Board Meeting

Held at (LOCATION) on (INSERT DATE)
Attendance:

(LIST ALL PRESENT)
Apologies:

(LIST ALL ABSENT)

1.
Minutes of Previous Meeting:
(INSERT DATE OF) minutes were approved.

2.
Matters Arising:
· (LIST ALL ACTIONS FROM PREVIOUS MINUTES AND WHAT HAS BEEN DONE SINCE THE LAST MEETING i.e.:
Contact Young Enterprise Board and provide MD’s contact Details. ACTION: Co. Secretary. COMPLETED. )
3.
Updates:

· General Update & Key Priorities – MD
· Operations – Ops. Dir.
· Sales – Sales Dir.
· Marketing – Mktg. Dir.
· Finance – Fin. Dir.
· Human Resources – HR. Dir. 
· IT Update – IT Dir. 

4.
Date of Next Meetings:

5.
Any Other Business:

INSERT MD’S NAME 
Managing Director
Minutes taken by:  
INSERT NAME & DATE
Next Meeting: 
INSERT DATE
