


[School Name] 
[School Phone #]

Governing Board Meeting Minutes
[Meeting Date]
[Meeting Time]
[Meeting Location]

1. Call to Order  
	Start Time:
	Directors Present:
		Directors Absent:
		Administrator:
		Business Manager:
		Invited Presenter(s):
	
2. Meeting Agenda (Action item)
	a. record the motion, first and second, and vote. 

3. Consent Agenda (Action Item)
	a. Meeting Minutes from [date] – record motion, first and second, and vote.
	b. Monthly Bills – record motion, first and second, and vote. 
	c. List other items on the consent agenda separately.

4. Public Comment
a. [speaker’s name] summarize speaker’s comments – the board may only take action on items noted as “action items” on this agenda. No board action can be taken in direct response to public comments. 

5. Reports (Action Items)
a. Administrator’s Report - summarize each of the major topics each report and record the motion, first and second, and vote to accept it.
	b. Business Manager’s Report
	c. Committee Reports (list committee reports separately)
	
6. Business (Action Items)
a.  Items requiring a board vote must be noted as an action item on the agenda.
b.  Record the motion, first and second, and the vote
c.  Example: Motion to approve the meeting minutes from September 12, 2015.  Johnson (moved), Smith (seconded).  5:2, Passed.  
d.  If a roll call vote is taken, record each board member’s vote separately.  
	
7.  Adjournment
	a. Record the motion, second, and vote
	b. Meeting adjourned at: [time]



