[Board or council name] Regular Meeting Minutes, [Month Date, Year]
This is a template. Replace the text in square brackets, and keep the heading styles, lists and table header rows: a screen reader uses them to move through the minutes. Change the document title in the file’s properties to this meeting’s too.
Place: [Room, building and street address]
Attendance
Present:
· [Title and name] 
· [Title and name] 
Absent:
· [Title and name] 
Staff present: [Names and titles].
1. Call to order
[Presiding officer] called the meeting to order at [time].
2. Approval of the agenda
[Member] moved to approve the agenda. [Member] seconded. [The motion passed unanimously. If it didn’t, record the vote in a table, as in item 3.]
3. Approval of minutes
[Member] moved to approve the minutes of [meeting and date]. [Member] seconded.
Vote on approving the minutes
	Member
	Vote

	[Name]
	[Yes, No, Abstain or Absent]

	[Name]
	[Yes, No, Abstain or Absent]


The motion [passed or failed], [number] to [number].
4. Public comment
[Name of each speaker, if your practice records them, and a one-sentence summary of what each said.]
5. [Item title]
[What was presented, by whom, and the discussion in brief.]
[Member] moved to [the action]. [Member] seconded.
Vote on [the action]
	Member
	Vote

	[Name]
	[Yes, No, Abstain or Absent]

	[Name]
	[Yes, No, Abstain or Absent]


The motion [passed or failed], [number] to [number].
6. Adjournment
The meeting adjourned at [time].
Approved on [date]. [Name and title of the clerk or secretary].
