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Meeting Minutes

	HOA Name
	[HOA NAME]

	Meeting Date
	[DATE]

	Called to Order At
	[TIME]

	Adjourned At
	[TIME]

	Location
	[LOCATION / VIDEO LINK]

	Presiding
	[PRESIDENT NAME]

	Recording Secretary
	[SECRETARY NAME]


Attendance
Board Members Present
 
 
 
Board Members Absent
 
Homeowners / Guests Present
 
 
Quorum Met?: Yes / No — quorum requirement per bylaws: [#]
Agenda Items
Call to Order
Discussion: [summary of discussion]
 
 
	Motion (verbatim)
	Moved by
	Seconded by
	Vote (For / Against / Abstain)

	 
	 
	 
	 


Decision: [Passed / Failed / Tabled]
Roll Call / Quorum
Discussion: [summary of discussion]
 
 
	Motion (verbatim)
	Moved by
	Seconded by
	Vote (For / Against / Abstain)

	 
	 
	 
	 


Decision: [Passed / Failed / Tabled]
Approval of Prior Minutes
Discussion: [summary of discussion]
 
 
	Motion (verbatim)
	Moved by
	Seconded by
	Vote (For / Against / Abstain)

	 
	 
	 
	 


Decision: [Passed / Failed / Tabled]
Treasurer's Report
Discussion: [summary of discussion]
 
 
	Motion (verbatim)
	Moved by
	Seconded by
	Vote (For / Against / Abstain)

	 
	 
	 
	 


Decision: [Passed / Failed / Tabled]
Committee Reports
Discussion: [summary of discussion]
 
 
	Motion (verbatim)
	Moved by
	Seconded by
	Vote (For / Against / Abstain)

	 
	 
	 
	 


Decision: [Passed / Failed / Tabled]
Old Business
Discussion: [summary of discussion]
 
 
	Motion (verbatim)
	Moved by
	Seconded by
	Vote (For / Against / Abstain)

	 
	 
	 
	 


Decision: [Passed / Failed / Tabled]
New Business
Discussion: [summary of discussion]
 
 
	Motion (verbatim)
	Moved by
	Seconded by
	Vote (For / Against / Abstain)

	 
	 
	 
	 


Decision: [Passed / Failed / Tabled]
Homeowner Forum
Discussion: [summary of discussion]
 
 
	Motion (verbatim)
	Moved by
	Seconded by
	Vote (For / Against / Abstain)

	 
	 
	 
	 


Decision: [Passed / Failed / Tabled]
Executive Session (if applicable)
Discussion: [summary of discussion]
 
 
	Motion (verbatim)
	Moved by
	Seconded by
	Vote (For / Against / Abstain)

	 
	 
	 
	 


Decision: [Passed / Failed / Tabled]
Adjournment
Discussion: [summary of discussion]
 
 
	Motion (verbatim)
	Moved by
	Seconded by
	Vote (For / Against / Abstain)

	 
	 
	 
	 


Decision: [Passed / Failed / Tabled]
Action Items
Capture every action item that came out of the meeting. Review at the top of the next meeting.
	Action Item
	Owner
	Due Date
	Status

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


Signatures

 
Recording Secretary (print name, signature, date)

 
Board President (print name, signature, date)
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