NEW BOARD MEMBER ONBOARDING CHECKLIST
─────────────────────────────────────────────────────────────────────────

Association Name:  _________________________________________________
Board Member Name: _________________________________________________
Role / Title:      _________________________________________________
Term Start Date:   _________________________________________________
Onboarding Buddy:  _________________________________________________

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

SECTION 1 — GOVERNING DOCUMENTS
                                                          Done   N/A
□ Received and read the CC&Rs (Declaration)               □      □
□ Received and read the Bylaws                            □      □
□ Received and read the Rules & Regulations               □      □
□ Received and read the Architectural Guidelines          □      □
□ Reviewed most recent board meeting minutes (last 12     □      □
  months)
□ Received copy of current operating budget               □      □
□ Received most recent reserve fund study                 □      □
□ Received current insurance certificates                 □      □
□ Signed conflict-of-interest disclosure form             □      □

Notes: _____________________________________________________________
___________________________________________________________________

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

SECTION 2 — PEOPLE & CONTACTS
                                                          Done   N/A
□ Introduced to all current board members                 □      □
□ Introduced to property manager (if applicable)          □      □
□ Received contact list for all board members             □      □
□ Received contact information for HOA attorney           □      □
□ Received contact information for HOA accountant / CPA   □      □
□ Received contact list for key vendors (landscaping,     □      □
  maintenance, insurance agent)
□ Added to board email distribution list                  □      □
□ Added to board meeting calendar invites                 □      □

Notes: _____________________________________________________________
___________________________________________________________________

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

SECTION 3 — FINANCES & DUES
                                                          Done   N/A
□ Reviewed current operating budget line by line          □      □
□ Reviewed current reserve fund balance                   □      □
□ Reviewed most recent financial statements               □      □
□ Reviewed delinquency report and collection policy       □      □
□ Understands how dues are set and when they change       □      □
□ Understands the special assessment process              □      □
□ Added as authorized signer on bank accounts             □      □
  (if required by role)
□ Received access to financial software or reports        □      □

Notes: _____________________________________________________________
___________________________________________________________________

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

SECTION 4 — SYSTEMS & ACCESS
                                                          Done   N/A
□ Granted access to HOA management software               □      □
□ Granted access to document storage / shared drive       □      □
□ Granted access to community email or portal             □      □
□ Received login credentials for any third-party          □      □
  portals (bank, insurance, vendor)
□ Added to any relevant social media or community         □      □
  communication channels
□ Understands how to submit and track maintenance         □      □
  requests
□ Understands how to issue and track violation notices    □      □
□ Understands how to post announcements to residents      □      □

Notes: _____________________________________________________________
___________________________________________________________________

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

SECTION 5 — ROLE & RESPONSIBILITIES
                                                          Done   N/A
□ Understands specific duties of assigned role            □      □
  (President, Treasurer, Secretary, Member-at-Large)
□ Reviewed board meeting schedule for the year            □      □
□ Reviewed quorum requirements and voting procedures      □      □
□ Understands open meeting and executive session rules    □      □
□ Understands the board's duty of care and duty of        □      □
  loyalty (fiduciary responsibilities)
□ Aware of D&O (Directors & Officers) insurance           □      □
  coverage and what it protects
□ Aware of board's conflict-of-interest policy and        □      □
  recusal requirements
□ Understands the amendment process for governing         □      □
  documents

Notes: _____________________________________________________________
___________________________________________________________________

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

SECTION 6 — FIRST 30-DAY ACTIONS
                                                          Done   N/A
□ Attended first board meeting                            □      □
□ Completed a walkthrough of all common areas             □      □
□ Reviewed any open violations, pending requests, or      □      □
  ongoing disputes
□ Reviewed any active legal matters with HOA attorney     □      □
□ Identified one priority to improve in the community     □      □
□ Confirmed all onboarding items above are complete       □      □
□ Onboarding checklist filed with association records     □      □

Notes: _____________________________________________________________
___________________________________________________________________

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

SIGN-OFF

New Board Member: _______________________________  Date: ___________

Board President:  _______________________________  Date: ___________

─────────────────────────────────────────────────────────────────────────
New board member onboarding checklist provided free by HOABuddy — hoabuddy.org
