
Annual Board 
Meeting 

Templates
A white paper that includes annual board meetings templates is a 

document designed to provide guidance and structure for businesses or 

organizations in planning their board meetings.
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An annual board meeting template is a draft meeting agenda that can be used 

for taking minutes.

If you are to hold your first annual general meeting or you seek ways to make 

your annual directors' meetings more efficient, meeting templates are a tool to 

navigate you. It is a great starting point that can be tailored to your specific 

requirements.

Once you create your customized template, save it for future yearly meetings.

The Fellow’s template is a general template that can be used by most types of 

organizations, including corporations, LLCs, NGOs, NOAs, and government-

owned organizations.

The topics covered in the template are generally applicable to most 

organizations:

Add specific sections based on your organization’s structure and legal 

requirements. Keep in mind that corporations must have certain topics on their 
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Annual general meeting template

The presentation of the annual report

The election of new directors

The financial report

The appointment of an auditor

And the amendments to the organization's bylaws
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agenda. For example, previous meeting minutes and approval of officers' 

decisions during the year.

If it isn’t stated in their Bylaws private companies are not legally required to 

hold annual meetings. The primary objective of the session is to go over 

crucial aspects crucial for a successful company operation.

If it isn’t stated in their Bylaws private companies are not legally required to 

hold annual meetings. The primary objective of the session is to go over 

crucial aspects crucial for a successful company operation.

The template is created and used by Isaac Robertson, Co-founder of Total 

Shape.

Get your copy of the template .here
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LLC annual board meeting template

https://totalshape.com/
https://totalshape.com/
https://fellow.app/meeting-templates/annual-general-board-meeting-agenda-template/
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Call to Order and Roll Call: to ensure all members are present.

Approval of Minutes from Previous Meeting: This section is important to 

ensure that everyone is up to date and on the same page.

Financial Report: here you discuss the company's financial status. It includes 

information such as revenue, expenses, profit/loss, and financial projections.

Operations Report. 

Strategic Planning Discussion. 

Old Business: This section covers any unfinished business from previous 

meetings.

New Business: This section covers any new topics that need to be discussed or 

decisions that need to be made.

Adjournment: This section is where we formally end the meeting.

CEO Report: This section is where the CEO provides an update on the 

company's progress, including any milestones achieved or challenges 

encountered.


Here is an example of our board meeting minutes:
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CEO reported on the company's progress, including the successful launch of 

the latest product line.

CFO provided a financial update, which showed strong revenue growth but also 

highlighted the need to reduce costs in certain areas.

COO discussed ongoing operational issues and presented a plan for addressing 

them.

The board engaged in strategic planning discussion, with a focus on expanding 

into new markets.

Old business was concluded with a vote on the proposed office renovation 

project.

New business was introduced, including a proposal for a new marketing 

campaign.

Meeting was adjourned.

Corporations annual general meeting 
template

We picked two real-life templates specifically for corporations.

The template offered by NorthWest is a formal document that covers all 
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legally required topics in detail. All you need to do is fill in the gaps. It is ready 

to be signed by members, kept as a legal document, and sent to the 

government authorities. 

You can download the template here.

Template used by Fiedler & Lundgren (owned by British American Tobacco) 

covers the following:

The template covers�

� Presence of directors and other board member�

� Roles of Chairman and Secretar�

� Selected officer�

� Officers wage�

� Profit informatio�

� Dividend payou�

� Other business discussed

1. Date and place.

2. Election of the meeting chairman.

3. The chairman ascertained that the sole shareholder was present or 

represented. It was unanimously decided by all votes that the general meeting 

was lawful.

4. The executive board's report on the company's activities during the past year.

5. Adoption of the report

6. Presentation of the annual accounts for adoption.

7. Granting of discharge to the members of the executive board.

https://www.northwestregisteredagent.com/legal-forms/corporation/annual-directors-meeting-minutes
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8. Appointment or re-appointment of the board.

9. Election or re-election of the auditor.

10. Resolution on the appropriation of profits or covering of loss according to the 

accounts adopted.

11. Any other business.

Chairman signature.


Shareholder signature.

Here you can check the  You can find more annual general 

meeting examples at the  portal.

original document.

Open Corporates

Taking into account the nature of Homeowner Associations, the main focus of 

annual meetings is to engage members of the community and build trust. It 

implies that such meetings might be well structured but less formal.

Here is the HOA annual meeting template based on Cedar management group 

instructions.

HOA annual board meeting template

https://sources.opencorporates.com/bots/dk_xbrl_parser/a/a/b/15666033_amNsb3VkczovLzAzL2IzLzJhL2M4L2Q3L2I4M2UtNDQ2NS1hZDFlLWY1NTgxN2I0ZWI4OQ.pdf
https://opencorporates.com/
https://www.cedarmanagementgroup.com/hoa-annual-board-meeting/
https://www.cedarmanagementgroup.com/hoa-annual-board-meeting/
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The informal part. A good way to foster community relationships is to bring 

everyone together.

1. Introducing the HOA Board. Describe the roles, and who is responsible for 

what.

2. Financial report.

3. Yearly accomplished projects, results, and milestones.

4. Members challenge board reports, provide feedback, raise concerns, and 

offer solutions.

5. The Board shares planned projects for the upcoming year.

6. Discussions and voting on proposed changes and issues.

7. Election of new HOA board members.

8. Adjournment.

The informal part.
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Nonprofit organizations usually hold annual meetings to elect their board of 

directors, evaluate their progress toward their mission, and set goals for the 

year ahead.

This template is specifically designed for nonprofit organizations. We 

recommend empowering the reports with Q&A and feedback-sharing sessions 

between them. Also, decisions and approvals should be followed by voting.

1. Welcome.

2. Guest presentations.

3. Call to order.

4. Approval of the last meeting minutes.

5. Executive director’s report.

6. Finance committee report. It includes income statements, current balances, 

and a tax return.

7. Nominating and governance committee report.

8. Program committee report. Evaluating program achievements. It is necessary 

to assess whether an organization is fulfilling its mission and achieving its 

objectives. The board will discuss new strategies if that isn’t the case.

9. Fundraising committee report.

Nonprofit annual board meeting template
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10. Reviewing nonprofit policies. An annual meeting is an ideal moment to 

remind board members about policies and ensure they reflect an organization's 

current mission and goals.

11. Unfinished business.

12. New business.

13. Identification of goals for the coming year.

14. Board development. Discussions to improve a board's performance.

15. Adjournment.

You can find more template variations for a non-profit organization here.

For some organizations, an annual board meeting is a legal requirement. Aside 

from that, they have a real positive impact on a company's development. The 

research shows that  and growth. 

Annual board meetings provide a platform for board members to engage in 

meaningful discussions about company performance, risks, and 

opportunities.

77% of board meetings discuss innovation

Moreover, annual board meetings provide an opportunity for board members 

to reconnect with each other and investors. They share perspectives and 

insights and build a shared sense of purpose and vision.

Сonclusion

https://mcoaonline.com/wp-content/uploads/2019/04/Nonprofit-Board-Meeting-Agenda-Sample.pdf
https://www.statista.com/statistics/1249949/board-of-directors-agenda-topics/
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In its turn, the use of an annual board meeting template can play a critical 

role in board development. Templates provide structure and guidance for 

meetings, improve communication and decision-making among board 

members, and ultimately contribute to the long-term success of the 

organization.

You can choose to download any of the templates provided and either print it 

out to fill it in with a pen or copy and fill it out digitally. Alternatively, you can 

organize your board portal software based on the points outlined in the 

template. Consider using iDeals Board Portal for this — a top choice of our 

experts for years.

Visit

North American Office


14 Wall Street, 20th Floor,


New York City, New York, 10005,


United States of America

European Office


49 Queen Victoria Street,


London EC4N 4SA,


United Kingdom

support@idealsvdr.com

Support

United States


888 927 0491 

United Kingdom


808 189 5055

Call

To learn more about iDeals products or have a sales, support, or 

billing request, navigate to https://www.idealsvdr.com/contacts/

mailto:support@idealsvdr.com
https://www.idealsvdr.com/contacts/

