HOA ANNUAL COMPLIANCE CHECKLIST
─────────────────────────────────────────────────────────────────────────

Association Name:  _________________________________________________
Fiscal Year:       _________________________________________________
Prepared by:       _________________________________________________
Review Date:       _________________________________________________

─────────────────────────────────────────────────────────────────────────

SECTION 1 — CORPORATE / GOVERNANCE
                                                          Done   N/A
□ Annual board meeting held and minutes recorded          □      □
□ Board officer elections conducted per governing docs    □      □
□ Board officer roles and terms documented                □      □
□ New board members oriented on governing documents       □      □
□ Conflict-of-interest disclosures signed by all board    □      □
□ D&O (Directors & Officers) insurance renewed            □      □

Notes: _____________________________________________________________
___________________________________________________________________

─────────────────────────────────────────────────────────────────────────

SECTION 2 — MEETINGS & RECORDS
                                                          Done   N/A
□ Annual meeting notice sent within required notice       □      □
  period (check governing documents for timeframe)
□ Annual meeting quorum requirements met                  □      □
□ Annual meeting minutes recorded and approved            □      □
□ All board meeting minutes from the year filed           □      □
□ Governing documents distributed to new owners           □      □
□ Governing documents reviewed for needed amendments      □      □
  (flag any changes for attorney review)

Notes: _____________________________________________________________
___________________________________________________________________

─────────────────────────────────────────────────────────────────────────

SECTION 3 — FINANCIAL COMPLIANCE
                                                          Done   N/A
□ Annual operating budget adopted by the board            □      □
□ Approved budget distributed to all homeowners           □      □
□ Prior year financial statements reviewed and approved   □      □
□ Annual financial audit or review completed (CPA)        □      □
□ Federal tax return filed (Form 1120-H or Form 1120)     □      □
□ State tax return filed (if required in your state)      □      □
□ Reserve fund study completed or annual update done      □      □
□ Reserve fund contributions on track with study          □      □
□ Assessment (dues) amounts confirmed for coming year     □      □
□ Delinquent accounts reviewed; collection policy         □      □
  applied consistently to all owners

Notes: _____________________________________________________________
___________________________________________________________________

─────────────────────────────────────────────────────────────────────────

SECTION 4 — INSURANCE & LEGAL
                                                          Done   N/A
□ Property / casualty insurance policy renewed            □      □
□ General liability insurance policy renewed              □      □
□ Directors & Officers (D&O) liability insurance renewed  □      □
□ Fidelity / crime bond renewed (if applicable)           □      □
□ Workers' compensation coverage verified (if HOA         □      □
  employs any staff)
□ State annual report / registered agent filing done      □      □
□ All vendor and service contracts reviewed               □      □
□ Expiring contracts renewed or sent out for rebid        □      □
□ Legal counsel consulted on pending disputes or          □      □
  covenant enforcement matters

Notes: _____________________________________________________________
___________________________________________________________________

─────────────────────────────────────────────────────────────────────────

SECTION 5 — PROPERTY & MAINTENANCE
                                                          Done   N/A
□ Annual inspection of all common areas completed         □      □
□ Pool / spa safety inspection and permits current        □      □
  (if applicable)
□ Playground equipment inspected for safety hazards       □      □
□ Fire safety equipment (extinguishers, alarms)           □      □
  inspected and certified
□ Elevator inspection current (if applicable)             □      □
□ Reserve fund capital items scheduled for the            □      □
  year addressed or deferred with board vote
□ Landscaping and grounds contracts reviewed              □      □
□ Parking areas, signage, and lighting reviewed           □      □

Notes: _____________________________________________________________
___________________________________________________________________

─────────────────────────────────────────────────────────────────────────

SECTION 6 — RESIDENT COMMUNICATION & COMPLIANCE
                                                          Done   N/A
□ Annual disclosure packet sent to all owners             □      □
  (financial summary, budget, meeting notice)
□ HOA rules and regulations provided to new owners        □      □
□ Violation notices issued consistently per policy        □      □
□ Architectural review applications processed within      □      □
  required timeframe
□ Resident contact information (directory) updated        □      □
□ HOA documents and meeting schedule current on           □      □
  website, portal, or shared drive

Notes: _____________________________________________________________
___________________________________________________________________

─────────────────────────────────────────────────────────────────────────

SUMMARY

Total items:      ________
Completed:        ________
N/A:              ________
Outstanding:      ________

Outstanding items and responsible party:

  Item: ________________________________  Owner: ___________________
  Item: ________________________________  Owner: ___________________
  Item: ________________________________  Owner: ___________________
  Item: ________________________________  Owner: ___________________

─────────────────────────────────────────────────────────────────────────

CERTIFICATION

Reviewed and completed by: _______________________________
Title:                     _______________________________
Date:                      _______________________________

─────────────────────────────────────────────────────────────────────────
HOA annual compliance checklist provided free by HOABuddy — hoabuddy.org
