California Nursing Students’ Association
[CHAPTER]
Board of Directors’ Minutes

[Location]
[Date, Day]
[Time – Time] 
Those present: [Name, Title; Name, title;]
	Item
	Discussion/Outcome
	Action Needed
	Person(s) Responsible
	Action Due

	Meeting started by [NAME], President, time.

	[Topic] – 

[Name.]
	
	
	
	

	
	
	
	
	


[SCHOOL]
School of Nursing

Sample Minutes

[CHAPTER] CNSA Meeting Minutes

Date: 

Place: 

Time: 

Attendance: [NAMES OF THOSE PRESENT]
	Board Member
	Topic
	Discussion

	
	
	


Motion to adjourn the meeting by [TIME]
Respectfully Submitted by [SECRETARY]
