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

1. Call to Order
The meeting was called to order by ________________________ (name and title) at ________ (time).

2. Roll Call / Attendance
Board Members Present:
· 
· 
· 
· 
Board Members Absent:
· 
· 
Others Present (Manager, Owners, Guests):
· 
· 
Quorum Status:
☐ Quorum confirmed
☐ Quorum not present

3. Approval of Previous Meeting Minutes
The minutes from the ________________ (date) meeting were reviewed.
Motion: ______________________________ moved to approve the minutes.
Second: ______________________________
Vote Result:
☐ Approved
☐ Approved with corrections
☐ Not approved
Corrections (if any):



4. Reports
President’s Report
Summary of key updates or announcements:


Treasurer’s Report
Financial updates provided, including account balances, expenses, and delinquencies.
Summary:


Committee Reports
(If applicable)
Committee Name: ______________________________
Summary:



5. Old Business
Item: ______________________________________
Discussion Summary:


Motion (if applicable):
Moved by: ______________________________
Seconded by: ______________________________
Vote Result:
☐ Approved
☐ Not approved

6. New Business
Item: ______________________________________
Discussion Summary:


Motion (if applicable):
Moved by: ______________________________
Seconded by: ______________________________
Vote Result:
☐ Approved
☐ Not approved

7. Executive Session Summary (If Applicable)
The board entered executive session at ________ (time) to discuss:
☐ Legal matters
☐ Contract negotiations
☐ Enforcement actions
☐ Personnel matters
☐ Privacy issues involving owners
The board returned to open session at ________ (time).
Summary of decisions (without confidential details):


Approved expenditures (if any):


8. Owner Comments (Optional)
Summary of owner questions or comments:



9. Adjournment
Motion: ______________________________ moved to adjourn the meeting.
Second: ______________________________
Meeting adjourned at: ______________________________

10. Certification
These minutes were prepared by:
Name: ______________________________
Title: ______________________________
Signature: ______________________________
Date Approved by the Board: ______________________________

