MINUTES OF THE MEETING OF THE BOARD OF TRUSTEES
[Charity name]  ·  Registered charity number [number]
Held on [day, date] at [time], at [place / by video call]
1. Attendance
Present: [names and roles — e.g. J. Smith (Chair), A. Patel (Treasurer)…]
In attendance: [non-trustees present — e.g. minute-taker, staff, advisers]
Apologies: [names]        Quorum confirmed: [yes/no — per governing document]
2. Declarations of interest
[Record any conflicts declared for items on this agenda, and how each was managed — e.g. "T. Jones declared an interest in item 6 and left the meeting for that item." If none: "No declarations were made."]
3. Minutes of the previous meeting
The minutes of the meeting held on [date] were [approved as a true record / amended as follows and then approved]. Matters arising are covered by the action log (item 7).
4. [Agenda item title]
[Brief summary of the discussion — a few sentences, not a transcript.]
DECISION [2026-__-D1]: [Exact wording of what was agreed, and how — e.g. unanimously / by majority.]
ACTION [2026-__-A1]: [Who] to [do what] by [date].
5. [Agenda item title]
[Repeat the pattern above for each substantive item. Copy and paste this block as needed.]
6. Decision log (this meeting)
	Ref
	Decision
	Item

	2026-__-D1
	[decision wording]
	[item 4]

	
	
	



7. Action log (rolling)
	Ref
	Action
	Owner · due
	Status

	2026-__-A1
	[action]
	[name · date]
	[open]

	
	
	
	


Carry unfinished actions forward to the next meeting’s log rather than re-minuting them.
8. Any other business
[Only items the chair agreed to take. Substantive matters go on the next agenda.]
9. Date of next meeting
[Date, time, place.]

Approved as a true record at the meeting of [date]
Signed (Chair): ______________________________        Date: ________________
Template notes (delete before use): keep discussion summaries short — the decision is the record; agree decision wording aloud in the meeting; number decisions/actions by year-month (e.g. 2026-09-D1); circulate the draft within a week; once approved, corrections go in the next meeting’s minutes. Free template from The Committee Room (thecommitteeroom.co.uk/resources) — adapt freely.
