spotHOA	Board Meeting Agenda

Board Meeting Agenda

	HOA Name
	[HOA NAME]

	Date
	[MEETING DATE, e.g. May 15, 2026]

	Time
	[START TIME]

	Location / Video Link
	[CLUBHOUSE, ADDRESS, OR ZOOM / TEAMS URL]

	Presiding
	[PRESIDENT NAME]

	Prepared by
	[SECRETARY NAME]


Agenda
1. Call to Order	2 min
President calls the meeting to order, notes time.
 
 
1. Roll Call / Quorum	3 min
Secretary records attendance. Confirm quorum per bylaws.
 
 
1. Approval of Prior Minutes	5 min
Motion to approve minutes from [PRIOR MEETING DATE].
 
 
1. Treasurer's Report	10 min
Bank balances, dues collected, delinquencies, unpaid bills.
 
 
1. Committee Reports	10 min
Architectural, Landscaping, Social, etc. (list committees active this cycle).
 
 
1. Old Business	10 min
Follow-ups from prior meetings; action items due.
 
 
1. New Business	15 min
Motions, proposals, votes. List topics ahead of the meeting.
 
 
1. Homeowner Forum	10 min
Open mic for residents. Limit per speaker per bylaws.
 
 
1. Executive Session (if needed)	as needed
Closed session for legal, personnel, or delinquency matters. Record attendance only.
 
 
1. Adjournment	1 min
Motion to adjourn, note time. Next meeting date / location.
 
 
Notes for the Chair
1. Keep total meeting length under 60 minutes where possible.
1. Stick to the agenda; add late items to the next meeting instead.
1. Record motions verbatim in the minutes: who moved, who seconded, vote tally.
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