[Association Name]
Board Meeting Minutes

Replace bracketed placeholders with your meeting details. Delete this template's instructional comments (in italics) before distributing.
Date: [Date]
Called to order: [Time]
Adjourned: [Time]
Location: [Physical address, or platform name for virtual meetings]
Attendance
List each board member by name and role. Include the property manager if present. For owners or guests, note '[N] owners present' unless an owner spoke on a specific matter — in which case capture their name.
Present:
1. [Name] (President)
1. [Name] (Vice President)
1. [Name] (Secretary)
1. [Name] (Treasurer)
1. [Name] (Property Manager, [Management Company])
Absent:
1. [Name] (Board Member)
Call to Order
The meeting was called to order at [Time] by [Name, Role].
Quorum
State explicitly whether quorum was established. A meeting without quorum cannot conduct official business.
A quorum was established. [N of N] board members were present, which [meets / exceeds] the [majority / threshold] required under the association's bylaws.
Approval of Prior Minutes
The minutes of the [Month Year] meeting were approved [as presented / with the following corrections: ...].
Treasurer's Report
[Month] Financial Summary
Summarize: operating funds, reserves, total funds, monthly net, year-to-date net, and any notable variances.
[Treasurer Name] presented the treasurer's report. As of the end of [Month], operating funds totaled approximately $[amount] and reserves stood at approximately $[amount], for total association funds of roughly $[amount]. [Month] net income over expense was approximately $[amount], and year-to-date net was approximately $[amount].
[Add any notes on variances, timing effects, or upcoming expense concentrations.]
Delinquencies
Summarize the delinquency picture without naming owners where possible. Sensitive owner-specific details may belong in executive session minutes.
[N] account[s] remain outstanding. [Brief summary of status — e.g., one account on a catch-up plan, one being contacted directly. Note any accounts resolved since the prior report.]
Manager's Report
Summarize the property manager's report. Focus on items involving money, deadlines, or owner communication. Add a Heading 3 subsection for each major topic.
[Topic — e.g., Exterior Painting, Landscaping Contract, Vendor Update]
[Brief summary of status, key dates, owner notification plan, and budget impact.]
Old Business
Items carried over from previous meetings. For each, note what was decided or what's still pending. Use motion blocks (below) for any formal decisions.
[Topic Name]
[Background and discussion summary. Capture decisions, not back-and-forth.]
Motion — [Brief description of what is being moved]
Made by: [Name]
Seconded by: [Name]
Vote: [All in favor / N in favor, N opposed, N abstained / Unanimous consent]
Result: [Approved / Defeated / Tabled]
New Business
New items raised at this meeting. Add motion blocks (using the format above) for any formal decisions.
[Topic Name]
[Brief summary of what was raised and any decision made or deferred. If deferred, note who is responsible for the next step.]
Action Items
Every action item must have an owner. Include a deadline where possible. 'The board will look into X' is not an action item — assign it to a person.
1. [Action description]. ([Owner Name])
1. [Action description]. ([Owner Name])
1. [Action description]. ([Owner Name])
Adjournment
A motion to adjourn was made by [Name], seconded by [Name], and approved by unanimous consent. The meeting was adjourned at [Time].
Next regular board meeting: [Date], [Time], [Location].
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