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MINUTES OF THE ANNUAL MEETING OF DIRECTORS OF 
____[name of corporation]____ 

An annual meeting of the directors of the corporation was held on __[date of meeting]__, 
at __[time of meeting]__, at ____[location of meeting]____, state of __________, for the 
purpose of reviewing the prior year's business, discussing corporate operations for the 
upcoming year, and for the transaction of any other business that may properly come 
before the meeting, including: 
_______________________________________________________. 

__________ acted as chairperson, and __________ acted as secretary of the meeting.  

The chairperson called the meeting to order. 

The secretary announced that the meeting was called by __________. 

The secretary announced that the meeting was held pursuant to notice, if and as required 
under the bylaws of this corporation, or that notice had been waived by all directors 
entitled to receive notice under the bylaws. Copies of any certificates of mailing of notice 
prepared by the secretary of the corporation and any written waivers signed by directors 
entitled to receive notice of this meeting were attached to these minutes by the secretary.  

The secretary announced that the following directors were present at the meeting:  

Name of Director 

____________________________________________ 

____________________________________________ 

____________________________________________ 

____________________________________________ 

____________________________________________ 

____________________________________________ 

____________________________________________ 

 

The above directors, having been elected to serve on the board for another __["one-year" 
or other term]__ term by the shareholders at an annual meeting of shareholders held on 
__[date of meeting]__, accepted their positions on the board. The secretary then 
announced that the presence of these directors at the meeting represented a quorum of the 
board of directors as defined in the bylaws of this corporation. 
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The following persons were also present at the meeting:  

Name Title 

____________________________ _________________________ 

____________________________ _________________________ 

____________________________ _________________________ 

____________________________ _________________________ 

____________________________ _________________________ 

 

[ ] The secretary announced that the minutes of the _____["special," "annual," or 
"regular" directors']_____ meeting held on __[date of meeting]__ 

[ ] had been distributed prior to  

[ ] were distributed at 

[ ] were read at 

the meeting. After discussion, a vote was taken and the minutes of the meeting were 
approved by the directors in attendance.  

The following reports were presented at the meeting by the following persons:  

Name Report 

____________________________ _________________________ 

____________________________ _________________________ 

____________________________ _________________________ 

____________________________ _________________________ 

____________________________ _________________________ 

 

The chairperson announced that the next item of business was the appointment of the 
officers and of standing committee members of the corporation to another _____["one-
year" or other term]_____ term of office. After discussion, the following persons were 
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appointed to serve in the following capacities as officers or committee members or in 
other roles in the service of the corporation for the upcoming year:  

Name Title 

____________________________ _________________________ 

____________________________ _________________________ 

____________________________ _________________________ 

____________________________ _________________________ 

____________________________ _________________________ 

 

The next item of business was the determination of compensation or fringe benefits to be 
paid or awarded for services rendered the corporation by employees and staff. After 
discussion, the following employee compensation amounts were approved by the board 
to be paid for the upcoming fiscal year to the following employees of the corporation:  

 

Name Type and Amount of  
 Compensation or Benefit 

_____________________________ _____________________________ 

_____________________________ _____________________________ 

_____________________________ _____________________________ 

_____________________________ _____________________________ 

_____________________________ _____________________________ 

 

On motion duly made and carried by the affirmative vote of _____["a majority of" or 
other vote requirement]_____ directors in attendance at the meeting, the following 
resolutions were adopted by directors entitled to vote at the meeting:  

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 
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There being no further business to come before the meeting, it was adjourned on motion 
duly made and carried.  

_________________________________  
______________________, Secretary 


