Minutes of a meeting of the board of directors
	How to use this template (delete this box before you share the minutes)
1. Replace everything in [square brackets] and delete what doesn’t apply.
1. Check your memorandum and articles of association first: they set the notice period, the quorum, how votes are counted and whether directors may attend by video or phone.
1. For a joint stock company, the board secretary prepares the minutes, which are signed by the secretary and the directors who attended, and a director who opposes a resolution may record the objection (Article 159 of Federal Decree-Law No. 32 of 2021 on Commercial Companies, as amended).
1. Companies in the DIFC, ADGM and other free zones follow their own companies regulations.
1. Keep the signed minutes in the company’s minute book with the papers presented to the board.
1. This template is a starting point, not legal advice.
1. Free template from Birbal AI: birbalai.com/tools/minutes-of-meeting-template



	Company
	[legal name] [LLC / PJSC / Private JSC]

	Trade licence no.
	[number], issued by [authority]

	Registered address
	[address]

	Meeting no.
	[BM-2026-04]

	Date and time
	[date], [start] to [end]

	Place
	[address] / by video conference ([platform]), as the articles of association allow

	Chair
	[name]

	Board secretary
	[name]


1. Directors and others present
	Name
	Position
	Attendance

	[name]
	[Chair]
	[In person / By video / By proxy to [name] / Apologies]

	[name]
	[Director]
	

	[name]
	[Independent director]
	

	[name]
	[Director]
	



In attendance (not directors): [names and roles, for example the CEO, the CFO, or the external auditor for item 5]
2. Business of the meeting
2.1 Opening and quorum
The chair opened the meeting at [time]. The secretary confirmed that all directors were called to the meeting on [date] in line with the articles of association, and that [number] of the [number] directors were present [in person], so the meeting was quorate.
2.2 Declarations of interest
The chair asked the directors to declare any interest in the matters on the agenda. [None were declared.] / [[Name] declared an interest in item [number] ([nature of the interest]) and did not take part in the discussion or the vote on that item.]
2.3 Minutes of the previous meeting
The minutes of the meeting held on [date] were approved [as circulated / with these corrections: …] and signed. Matters arising: [ … ].
2.4 [Matter for decision: for example, approval of the [year] budget]
Papers: [reference of the paper presented, and who presented it]
Discussion: [a short summary of the main points and any concerns raised]
Resolution: RESOLVED that [the board approves …].
Votes: For [number]. Against [number]. Abstained [number]. [[Name] opposed the resolution and asked that this be recorded: “…”.]
2.5 [Matter for decision: for example, authorised signatories]
Resolution: RESOLVED that [name], [position], [ID document and number], is authorised to [sign … / operate the company’s accounts with [bank]] on behalf of the company, [alone / jointly with [name]] [up to [amount] AED], [until [date] / until revoked by the board].
Votes: [Approved unanimously / For [number], Against [number], Abstained [number]].
2.6 Reports for information
The board noted [the CEO’s report / the management accounts to [date] / the audit committee’s report]. [Questions raised and answers given.]
2.7 Any other business
[ … / None.]
2.8 Close
There being no other business, the chair closed the meeting at [time]. The next meeting will be held on [date].
3. Actions
	No.
	Action
	Owner
	Due date

	BA-01
	[ … ]
	[name]
	[date]

	BA-02
	
	
	

	BA-03
	
	
	


4. Signatures
[For a joint stock company, the minutes are signed by the board secretary and the directors who attended (Article 159). For a limited liability company, follow the articles of association, which commonly require the chair and the secretary to sign.]
	Role
	Name
	Signature
	Date

	Chair
	
	
	

	Board secretary
	
	
	

	Director
	
	
	

	Director
	
	
	

	Director
	
	
	



[Company stamp, if used]
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