CONFIDENTIAL
[Organization] — Executive Session Minutes (confidential)
Store these minutes apart from the open-session minutes.
Meeting: [Regular / Special] Meeting of the Board of Directors, [date]
Entered: [time]	Exited: [time]
Present: [directors; invited guests by name and role]
Purpose: [general category: personnel / litigation / real estate / other]
Action taken: [none / exact wording of each motion and the vote]
Kept by: [name, title]
Approved by the board on: [date]




