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An essential homeowners’ association (HOA) document, meeting minutes
(https://hub.associaonline.com/blog/tick-tock-exploring-your-hoa-meeting-minutes) are an
official, legally binding record of the actions taken by board members at a board

meeting. Because they can be used in court and play a key role in financial business,
preparing and maintaining minutes is a task that shouldn’t be taken lightly. To help your
board successfully fulfill this duty and protect the association, we’re sharing nine HOA
meeting minute dos and don’ts.

DO: Adhere to governing documents and laws.

The board secretary (https://hub.associaonline.com/blog/hoa-101-understanding-the-role-
of-the-board-secretary), appointed recorder, or assistant secretary is responsible for taking
minutes. These records are precious, so it’s crucial to adhere to your governing documents
and local, state, and federal laws and regulations. Make sure you have a clear understanding
of when minutes must be available to homeowners, what to include, how to store them, and
more. While it varies by association, most HOAs must have the following in their minutes:

Association name and meeting type (monthly, annual, special, etc.)

Meeting location and date

Time the meeting was called to order and adjourned

Present and absent board members and their office positions

Approval of prior minutes

Officer and committee member reports

New business that was discussed and open discussions

All motions (whether or not they were approved) and actions that were taken

Names of those who voted for a motion, dissented, and abstained

All financial transactions (reserve expenses, opening or closing of a bank account, etc.)

DON'T: Include every detail.



HOA meeting minutes are a record of the actions taken by board members at a meeting—
not a complete transcript of what was said and opinions that were expressed. Remain
objective and exclude unrelated conversations, irrelevant commentary, or details from
discussions that don’t lead to a conclusion or decision in minutes.

DO: Keep it brief.

Due to minutes only reflecting actions, they should be brief and concise. Use your meeting

1oale)

agenda or a template (http://go. iaonline.com/pr ) as a guide and try to limit

them to about two pages. Keeping things short and sweet will not only cut down on
confusion and make the board’s job easier, but it'll also make homeowners more likely to
read them, attend future meetings, and engage with the community.

DON'T: Delay preparation.

The longer the secretary waits to prepare minutes, the more likely they are to forget crucial
details and produce an unreliable document. To prevent inconsistencies, your board may be
able to capture an audio or video recording of a meeting; however, community rules and
rights vary, so check your governing documents to confirm permissions before recording. To
best guarantee accuracy and avoid liability, the secretary or appointee should take personal
notes during the meeting, ask for clarification when necessary, and send finalized minutes
for other board members to review as soon as possible.

DO: Confirm they’re acceptable for others to view.

Keep in mind that board members and residents aren’t the only people who read or have
access to minutes. It's common for new residents, realtors, bankers, and mortgage
companies to request minutes for sales transactions. Always ask yourself if you’d be
comfortable reading minutes to a party outside of the association. Make sure they:

¢ Exclude personal and sensitive information
¢ Are formatted correctly
¢ Are easy to understand

¢ Contain zero grammatical and spelling errors
DON'T: Get rid of them.

Because of their importance, minutes should be retained indefinitely. Specific laws for
maintaining, storing, and distributing minutes and other vital documents—both digitally and
physically—differ by location and community, so always consult your governing documents
or association lawyer (https://hub.associaonline.com/blog/how-to-find-the-right-lawyer-
for-your-association) before proceeding.

DO: Take them at every official meeting.

Boards are legally required to take minutes at all official meetings. However, if a meeting
doesn’t meet quorum (https://hub.associaonline.com/blog/tips-for-meeting-quorum-at-
your-annual-meeting), it isn't official, and no minutes should be taken. Refer to your
association’s governing documents for quorum obligations and note all missed or canceled
meetings in the minute book for future records.

DON'T: Forget approval.
Approving minutes is one of the most important parts of a meeting. During each board

meeting where quorum is met, all board members must approve the minutes from the
previous meeting. After approval, the secretary must sign the minutes to make them official.

DO: Ensure they’d hold up in court.



Meeting minutes not only help keep the community on track, prevent misunderstandings,
and guide future leaders, but they also can be used to protect the association in a court of
law. If legal issues or proceedings arise, minutes can be subpoenaed and used as evidence.
Minutes should be straightforward and about the business at hand. Refrain from using
biased language or conflicting information that open the community to liability.

Making the Most of HOA Meetings

Every HOA is required to hold various meetings throughout the year, including board
meetings, annual meetings, executive sessions, and committee meetings. While vital to the
success of a community, these meetings often lack proper planning, structure, and
attendance. In our ebook, “A Board Member’s Guide to Running Better Meetings
(https://hub.associaonline.com/ebooks/a-board-member-s-guide-to-running-better-
meetings),” our experts share tips for organizing an effective meeting, best practices for
working with different personality types, and more.

Download ebook!
(http://hub.associaonlin
board-member-s-
guide-to-running-
better-meetings)
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