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	MEETING INFORMATION



	Association Name:
	[Full legal name of your HOA or COA]



	Meeting Type:
	[Regular Board Meeting / Special Meeting / Annual Meeting]



	Date:
	[Month Day, Year]



	Time:
	[Start Time] to [End Time]



	Location:
	[Physical address or 'Virtual via Zoom/Teams']



	Meeting called to order by:
	[Name and Title]




	ATTENDANCE



Board Members Present:
1. [Name], President
1. [Name], Vice President
1. [Name], Treasurer
1. [Name], Secretary
1. [Name], Member at Large

Board Members Absent:
1. [Name]

	Quorum established:
	[Yes / No]    [X] of [X] board members present



Others Present:
1. [Property Manager Name], [Company Name]
1. [Number] homeowners in attendance


	APPROVAL OF PREVIOUS MINUTES



The minutes from the board meeting held on [Month Day, Year] were reviewed by the board.

	Motion
	To approve the minutes of the [Month Day, Year] meeting as [written / amended with the following corrections: _______].

	Made by
	[Name]

	Seconded by
	[Name]

	Vote
	[X] In favor    [X] Opposed    [X] Abstained    Result: [Approved / Denied / Tabled]




	TREASURER'S REPORT



[Name], Treasurer, presented the financial report for [Month / Period].

	Item
	Amount

	Operating account balance
	$

	Reserve account balance
	$

	YTD income
	$

	YTD expenses
	$

	Budget variance (over/under)
	$  [over / under]



	Motion
	To accept the treasurer's report as presented.

	Made by
	[Name]

	Seconded by
	[Name]

	Vote
	[X] In favor    [X] Opposed    [X] Abstained    Result: [Approved / Denied / Tabled]




	COMMITTEE AND OFFICER REPORTS



Each committee chair or officer provides a brief update. Summarize key points only.

Property Manager Report (if applicable):
[Summary of property manager update]

Architectural Review Committee:
[Summary of pending or approved requests]

Landscaping / Maintenance Committee:
[Summary of ongoing or completed work]

Other Committee:
[Summary]


	OLD BUSINESS



Address items carried over from previous meetings.

Item 1: [Topic carried from previous meeting]
[Brief summary of status update and any discussion]

	Motion
	[If a vote is required, state the motion here. Otherwise delete this table.]

	Made by
	[Name]

	Seconded by
	[Name]

	Vote
	[X] In favor    [X] Opposed    [X] Abstained    Result: [Approved / Denied / Tabled]



Item 2: [Topic]
[Summary]


	NEW BUSINESS



New items brought to the board for the first time.

Item 1: [Topic]
[Brief summary of discussion]

	Motion
	[State the motion exactly as made]

	Made by
	[Name]

	Seconded by
	[Name]

	Vote
	[X] In favor    [X] Opposed    [X] Abstained    Result: [Approved / Denied / Tabled]



Item 2: [Topic]
[Summary]

	Motion
	[State the motion exactly as made]

	Made by
	[Name]

	Seconded by
	[Name]

	Vote
	[X] In favor    [X] Opposed    [X] Abstained    Result: [Approved / Denied / Tabled]




	HOMEOWNER OPEN FORUM



Summary of homeowner comments or concerns raised. Do not record individual homeowner names unless they specifically request it.

[Summary of topics raised and any board responses]


	ACTION ITEMS



	Action Item
	Responsible Party
	Due Date

	
	
	

	
	
	

	
	
	

	
	
	




	ADJOURNMENT



There being no further business, a motion to adjourn was made.

	Motion
	To adjourn the meeting.

	Made by
	[Name]

	Seconded by
	[Name]

	Vote
	[X] In favor    [X] Opposed    [X] Abstained    Result: [Approved / Denied / Tabled]



	Meeting adjourned at:
	[Time]



	Next meeting date:
	[Month Day, Year at Time]




	SECRETARY CERTIFICATION



These minutes are a true and accurate record of the proceedings of the above-referenced meeting.


	Secretary signature:
	



	Printed name:
	



	Date signed:
	




Minutes approved at the board meeting held on: [Month Day, Year]

	Approved by (signature):
	




	Want to make every board meeting this organized?
Board Beacon gives your HOA board a single place to build agendas, record minutes, track votes, and store documents.
Start your 60-day free trial at boardbeaconhq.com
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