[ASSOCIATION NAME]
BOARD OF DIRECTORS [REGULAR / SPECIAL / ANNUAL] MEETING MINUTES
Replace every [bracketed] field. Delete any section your meeting did not use. Follow your association's governing documents for what your minutes must contain.
Meeting details
Date: [Month Day, Year]
Time called to order: [Time]
Location: [Address or virtual meeting link]
Notice of meeting given on: [Date and method]
Call to order
The meeting was called to order at [time] by [name, title].
Attendance
Board members present: [Names]
Board members absent: [Names]
Others present: [Manager, attorney, guests, if any]
Members present: [Number]
Recording secretary: [Name]
A quorum [was / was not] present.
Approval of previous minutes
Minutes of the [date] meeting were reviewed. Corrections: [None / list corrections].
Motion: [Exact wording of the motion]
Moved by: [Name]    Seconded by: [Name]
Vote: For [#]  Against [#]  Abstain [#]    Result: [Passed / Failed / Tabled]
Financial report
[Name, title] presented the financial report for [period].
Operating account balance: $[Amount]
Reserve account balance: $[Amount]
Assessments collected this period: $[Amount]
Delinquent accounts: [Number], totaling $[Amount]
Motion: [Exact wording of the motion]
Moved by: [Name]    Seconded by: [Name]
Vote: For [#]  Against [#]  Abstain [#]    Result: [Passed / Failed / Tabled]
Committee reports
[Committee name]: [Brief summary]
[Committee name]: [Brief summary]
Old business
1. [Topic]: [Summary of discussion and any action taken]
Motion: [Exact wording of the motion]
Moved by: [Name]    Seconded by: [Name]
Vote: For [#]  Against [#]  Abstain [#]    Result: [Passed / Failed / Tabled]
New business
1. [Topic]: [Summary of discussion and any action taken]
Motion: [Exact wording of the motion]
Moved by: [Name]    Seconded by: [Name]
Vote: For [#]  Against [#]  Abstain [#]    Result: [Passed / Failed / Tabled]
Member comments
[Brief summary of comments or questions from members and any board response]
Action items
	Action
	Responsible
	Due date

	[Task]
	[Name]
	[Date]

	[Task]
	[Name]
	[Date]

	[Task]
	[Name]
	[Date]


Next meeting
[Date, time and location]
Adjournment
There being no further business, the meeting was adjourned at [time].
Moved by: [Name]    Seconded by: [Name]

Respectfully submitted,

______________________________
[Name], Secretary

Approved by the board on: [Date]




