HOA Board Meeting Minutes Template
Association Name: _______________________________________
Meeting Type: ☐ Regular Board Meeting ☐ Special Board Meeting ☐ Annual Meeting
Meeting Date: _______________________________________
Meeting Time: _______________________________________
Meeting Location: _______________________________________

1. Call to Order
The meeting was called to order at ________ by ___________________________.

2. Roll Call
Board Members Present:
· 
· 
· 
· 
Board Members Absent:
· 
· 
Management Representative (if applicable):

Others Present:

Quorum Present: ☐ Yes ☐ No

3. Approval of Previous Meeting Minutes
The board reviewed the minutes from the __________________ meeting held on __________________.
Motion by: ______________________
Seconded by: ____________________
Vote:
· In Favor: ______
· Opposed: ______
· Abstained: ______
Result: ☐ Approved ☐ Approved with Revisions ☐ Tabled

4. Homeowner Forum (If Applicable)
Summary of homeowner comments:


Note: No board action was taken during the homeowner forum unless otherwise noted.

5. Management Report
The community manager presented updates regarding:
· Operations
· Maintenance
· Vendor activities
· Resident concerns
· Compliance matters
· Other updates
Summary:



6. Financial Report
The board reviewed the financial reports, including:
· Operating Fund Balance
· Reserve Fund Balance
· Income and Expenses
· Delinquency Report
· Bank Balances
· Major Budget Variances
Summary:

Financial Motions (if any):
Motion:

Vote:
· In Favor: ______
· Opposed: ______
· Abstained: ______
Result:


7. Committee Reports
Architectural Committee

Landscape Committee

Maintenance Committee

Social Committee

Other Committees


8. Unfinished Business
Item 1
Discussion Summary:

Motion (if any):

Vote:
· In Favor: ______
· Opposed: ______
· Abstained: ______
Result:


9. New Business
Item 1
Discussion Summary:

Motion:

Vote:
· In Favor: ______
· Opposed: ______
· Abstained: ______
Result:


Item 2
Discussion Summary:

Motion:

Vote:
· In Favor: ______
· Opposed: ______
· Abstained: ______
Result:


10. Executive Session (If Applicable)
Executive Session Held: ☐ Yes ☐ No
Reason(s):
☐ Legal Matters
☐ Personnel Issues
☐ Owner Violations
☐ Delinquent Assessments
☐ Contract Negotiations
☐ Other: _______________________
General Summary (if appropriate):

Actions Taken After Returning to Open Session:


11. Action Items
	Task
	Responsible Party
	Due Date

	
	
	

	
	
	

	
	
	



12. Next Meeting
Date: __________________________
Time: __________________________
Location: _______________________

13. Adjournment
There being no further business, the meeting was adjourned at ________.
Motion by: ______________________
Seconded by: ____________________
Vote:
· In Favor: ______
· Opposed: ______
· Abstained: ______

Certification
Submitted by:

Secretary
Date: _______________________________
Approved by the Board on:


