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HARVARD BUSINESS SERVICES TEMPLATE

CORPORATE MINUTES

This template is to be used as an example of the format of corporate minutes to a meeting of the Board of Directors. 
[Erase the foregoing prior to using this document]
______________________________________________________________________
Background

A [telephonic] [regular/special] meeting of the Board of Directors of [COMPANY], a Delaware corporation (the “Company”), was held at [insert location] on [insert date] at [insert time], pursuant to notice given in accordance with the Delaware General Corporation Law and the Company’s Bylaws.
The following directors were present at the meeting in person: [List names of Directors present in person.] [The following directors were present through remote means whereby the directors could hear and be heard by the other directors: [List names of Directors present pursuant to a remove means.]   
Also present at the meeting were [list names and titles of officers present][, as well as [list name of cf [and [other persons and their titles, if applicable]. [The Corporate Secretary acted as Secretary of the meeting.] [Note: revise foregoing as needed but this is ordinarily the role of the Secretary.]
Call to Order and Quorum

The [Chairman] called the meeting to order. Based on the number of directors in attendance at the meeting [and the Company’s by-laws], the Secretary determined that a quorum was present and stated that the meeting could proceed.
Order of Business

The first order of business before the meeting was the approval of the minutes from the last meeting of the Board.  The Secretary reviewed the minutes of the last meeting aloud [, which were in the form attached hereto as Exhibit A and a draft of which was distributed to the Board]. 
After the Secretary’s review of the minutes, the directors [unanimously] approved the minutes of the last meeting.
Discussion of Topics
The next item discussed at the meeting was [identify and describe items discussion, adding as many paragraphs as need be.] 
· The discussion progressed as follows, and the following conclusion, action items, or next steps were reached: [describe discussion and conclusions].
The meeting convened into executive session at [insert time if applicable]. All members of management and other persons left the room. The following directors participated in the executive session: [list out names of executives]. The executive session ended and the meeting reconvened at [insert time, if applicable].
Following the executive session, the Secretary reviewed the schedule of upcoming board and committee meetings for the remainder of the calendar year. The [Chairman/Lead Director] highlighted that the next meeting of the Board was scheduled to be held on [insert date and time], at the same location. He/she requested that any concerns about the timing of the next meeting be submitted to the Secretary.

There being no other business to consider, the meeting was adjourned at [insert time].
[signature page follows]
The undersigned attests to the accuracy of these Board minutes, and shall include such minutes in the records of the Company.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
[SECRETARY]:

_____________________________

(Signature)

_____________________________

(Please Print)



