<<NAME OF CHARITABLE C(
(Company n
(Charity registrd

RANTEE>> (“THE CHARITY”)
ation No.>>)
istration No.>>)

Minutes of an ordinary meeting of
of <<Charity Name>>(the “Charity

who are also the Charity Trustees
N <<Date>> at <<Time>>.

PRESENT: POSITION

Trustee/Director
Trustee/Director

Trustee/Director
Trustee/Director
[Trustee/Director] [Secretary]

[IN ATTENDANCE:]

[APOLOGIES FOR ABSENCE
RECEIVED FROM:]

1. CHAIR

It was resolved that <<Name>
Trustees/Directors.

of the meeting of the Charity

2. NOTICE AND QUORUM

had been duly given and that a
as open.

The chair reported that sufficien
guorum was present. The chair dg

3. APPROVAL OF PRIOR M

ps/Directorsheld on <<Date>> was

to approve this draft without
a complete record of the relevant
minutes which were noted to be

A draft of the minutes of the meet
produced to the meeting. It
amendment and the chair was au
meeting. [There were severalma
discussed later in the meeting.]

4. DECLARATIONS OF INTE

sclosed in full every]OR[confirmed
proposed arrangements that were
to disclose by section 177 of the
on.]

[Each Director (Charity Trustee) p
that they did not have any] direct
to be considered at the meeting
Companies Act 2006 and the Cha

5. [MATTERS ARISING

© Simply-Docs — CO.CHA.146 -Minutes of Red stees (Standard).




nsidered. These included <<Insert
as considered in turn and it was
relevant matters>>.]

Thematters arising from the previg
matters arising to be discussed>
noted that further action was requi

6. BUSINESS OF THE MEE

The chair reported that this was 3
Charity Trustees/Directors to disc

arterly>>meeting of the Board of
ement of the Charity.

The business of the mé
<<monthly/quarterly>>updates on

sider, review and receive

¢ the Charity’s activities and
o the outlook for

[operations][business][and
¢ the Charity financial positig
¢ the risks for and managem
e [any other specific agenda

st meeting;
itscharitable [activities]

berformance against budget;

A list of items to action was then p

Action Items Oowner(s) Status

In relation to each matter, the G
were answered to their satisfactio
to <<Insert specific matters to be ¢

b asked several questions, which
d. [Particular reference was made

Matters requiring follow up were
follow up required was noted as <

levant matters>>and the specific

7. DOCUMENTS PRODUCE

The following documents were
business of the meeting:

ng]OR[considered]in light of the

<< List documents >>2
8. RESOLUTIONS

After consideration of the matters
WAS RESOLVED:

(1) of the Companies Act 2006, IT

<< List resolutions >>°

This is an example list of standard matters that cha
*This may be accounts, forecasts, fundraising initiat]
*This may be resolving to proceed with e.g. a fundrg

This should be changed or adapted as required.
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That these be and are hereby app
the following person/s shall put the
[<< List name/s of Trustee/s nomi

stees/Directors hereby direct that
to effect >>]
[<< List name/s of staff members ¢ s into effect >>]

[<< List title/s of member/s of {
resolution/s into effect >>]

e, Administrator, directed to put

9. NEXT MEETING

It was agreed that the next <
Trustees/Directors would take plag

eeting of the Board of Charity

10. FILING

The chair instructed the [Charity S
Trustee/Director>>] to file the follo

nominated Charity
[at Companies House:
<< List items to be filed at Compa

[with the Charity Commission
<< List items to be filed with the C

11. CLOSE

There was no further business ang hred that the meeting was closed.

'For example, the annual return, trustee annual 1
governing documents.

0 the charity’s trustees, contact details, name or
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