HOA BOARD MEETING MINUTES
─────────────────────────────────────────────────────────────────────────

MEETING INFORMATION
Association Name:    _______________________________________________
Meeting Type:        □ Regular Board Meeting  □ Special Meeting  □ Annual Meeting
Date:                _______________________________________________
Start Time:          ________________   End Time: ________________
Location:            _______________________________________________

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

BOARD MEMBERS PRESENT

Name                            Title                   Present   Absent
──────────────────────────────────────────────────────────────────────
______________________________  President               □         □
______________________________  Vice President          □         □
______________________________  Treasurer               □         □
______________________________  Secretary               □         □
______________________________  Member at Large         □         □

Quorum Status:
  □ Quorum established (_____ of _____ board members present)
  □ Quorum not established — meeting adjourned

Other attendees:
  Homeowners present:                ________
  Property manager (if applicable):  ________________________________________

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

1. CALL TO ORDER

The meeting was called to order at _________ by _____________________________
in accordance with [governing document] of [Association Name].

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

2. APPROVAL OF PREVIOUS MINUTES

Minutes from the ___________________________ meeting held ___________________:
  □ Approved as presented
  □ Approved with the following corrections: ________________________________
    ________________________________________________________________________
  □ Tabled to next meeting — reason: ________________________________________

Motion by: ____________________________  Seconded by: ______________________
Vote:  In favor: ___  Opposed: ___  Abstained: ___  Result: □ Passed  □ Failed

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

3. OFFICER REPORTS

President's Report
Notes: _____________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

Treasurer's Report
  Operating account balance:          $________________________
  Reserve fund balance:               $________________________
  Accounts receivable (outstanding):  $________________________
  Current month expenses:             $________________________
  Budget variance:  □ On track  □ Over budget  □ Under budget
  Notes: ____________________________________________________________________
  ___________________________________________________________________________

Secretary's Report
  Correspondence received:  □ None  □ Items noted below
  Notes: ____________________________________________________________________
  ___________________________________________________________________________

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

4. COMMITTEE REPORTS

Architectural Review Committee
  Report: ___________________________________________________________________
  ___________________________________________________________________________

Landscaping / Grounds Committee
  Report: ___________________________________________________________________
  ___________________________________________________________________________

Other Committee: _____________________________
  Report: ___________________________________________________________________
  ___________________________________________________________________________

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

5. OLD BUSINESS

Item 1: ____________________________________________________________________
  Discussion: _______________________________________________________________
  ___________________________________________________________________________
  Status:  □ Resolved  □ Ongoing  □ Tabled
  Motion (if applicable): _________________________ Seconded: ________________
  Vote:  In favor: ___  Opposed: ___  Abstained: ___  □ Passed  □ Failed

Item 2: ____________________________________________________________________
  Discussion: _______________________________________________________________
  ___________________________________________________________________________
  Status:  □ Resolved  □ Ongoing  □ Tabled
  Motion (if applicable): _________________________ Seconded: ________________
  Vote:  In favor: ___  Opposed: ___  Abstained: ___  □ Passed  □ Failed

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

6. NEW BUSINESS

Item 1: ____________________________________________________________________
  Discussion: _______________________________________________________________
  ___________________________________________________________________________
  Motion (if applicable): _________________________ Seconded: ________________
  Vote:  In favor: ___  Opposed: ___  Abstained: ___  □ Passed  □ Failed

Item 2: ____________________________________________________________________
  Discussion: _______________________________________________________________
  ___________________________________________________________________________
  Motion (if applicable): _________________________ Seconded: ________________
  Vote:  In favor: ___  Opposed: ___  Abstained: ___  □ Passed  □ Failed

Item 3: ____________________________________________________________________
  Discussion: _______________________________________________________________
  ___________________________________________________________________________
  Motion (if applicable): _________________________ Seconded: ________________
  Vote:  In favor: ___  Opposed: ___  Abstained: ___  □ Passed  □ Failed

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

7. HOMEOWNER OPEN FORUM

Note: Summarize topics raised. Do not record homeowner names unless the
homeowner explicitly consents.

  1. ________________________________________________________________________
  2. ________________________________________________________________________
  3. ________________________________________________________________________
  4. ________________________________________________________________________

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

8. NEXT MEETING

Date:      ___________________________  Time:  ____________________________
Location:  _________________________________________________________________

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

9. ADJOURNMENT

Motion to adjourn: ____________________________  Seconded: _________________
Meeting adjourned at _________ by ________________________________________.

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

CERTIFICATION

I certify that these minutes are a true and accurate record of the
proceedings of the above-referenced meeting.

Secretary Signature: _________________________  Date Signed: ________________
Printed Name:        _________________________________________________________

Date Approved by Board: _____________________________________________________

─────────────────────────────────────────────────────────────────────────
HOA meeting minutes template provided free by HOABuddy — hoabuddy.org
