Board Minutes

Keeping accurate minutes is essential to good governance.

Board minutes allow any owner within the association who is not a member of the board to remain privy and up to date on all projects and issues. The minutes from every board meeting must be made available to all owners.

A few topics recorded in a well-organized board minutes document are:
· Date, time, and place of the board meeting;

· Attendance of all board members and owners present;

· All presented decisions that need to be voted on by all board members (referred to as motions), which might include signing a contract with a service provider or deciding to begin tuck-pointing;

· Financial updates (treasurer’s report); and
· Updates on physical maintenance.

Most well-organized association board meetings are dictated, either loosely or strictly, by Robert’s Rules of Order (or any similar democratic or parliamentary assembly structure). The sample on the next page reflects a similar and effective structure that allows each attendee the opportunity to express his or her opinions while still maintaining decorum.

Review the sample on the next page for an idea of how a well-structured and informative board minutes document might look.
Board Minutes

Sample Condominium Association

Board of Directors

Meeting Minutes
Building #2, Hospitality Room
Tuesday, May 5, 2014

7:00 P.M.
Meeting Called to Order:

The meeting was called to order at 7:06 p.m.

Roll Call:

Board members present were John Van, Hector Reyes, Craig Kilwin, Marilyn Potter, Molly Panzo, Jane Godfrey, Lauren Newton, and seven (7) unit owners. Also in attendance were Jacob Strahan, property manager from Hubbard Property Management, and Tiffany Forrest, recording secretary from Hubbard Property Management.

Open Forum: The disposal of electronics was discussed. Information will be put into the community newsletter. Air-conditioning cleaning and upcoming election were discussed.

Minutes:

MOTION made by Jane Godfrey to approve April 7, 2014, minutes. Seconded by Hector Reyes. Board members voted; all in favor, motion carried.

Administration:

Treasurer’s Report:
As of April 30, 2014: Operating funds total $13,797.30. Reserve funds total $304,125.24. Total cash comes to $317,922.54.

· Payables: All invoices have been paid to date.

· For Sale: Two units sold in Building #2. There are seven (7) units for sale; one in Building #1, one in Building #2, three in Building #3, and two in Building #4.

Additional Admin Issues:

· COMED: Info received from the utility consulting company. There was a savings of $5,002.20, resulting in a 50 percent second quarter with $2,501.10 return on March 15, 2014.

· Gas Billing: Utility consulting company is reviewing long-term contracts.

· Comcast: Still waiting on their legal department for the association’s minor agreement changes.

· Census Report: Need to have 100 percent resident response in filling these out. Completion is necessary for insurance information.

· Committees: Committees and their telephone numbers will be updated and distributed to residents.

· Newsletter:
· Recyclables discussed regarding importance of owner knowledge of information on how to treat electronics disposal.
· Reminder: Deliveries from USPS/UPS should be handled only by the resident to whom they are addressed, unless requiring signature.

Building Exterior:

· Siding Replacement and Repair: Starting the week of June 1, Buildings #2 and #3 will be done simultaneously for $35,000.00. Materials have been ordered.
· Roof Maintenance:
· On Building #2, building roof air-conditioning curbs will be replaced. The curbs will be covered with an aluminum pan and refrigerant tubing insulation will be replaced. This work is in the budget: material and labor will equal $4,050.00.
· Remaining area of Building #2 roof will be given two coats of white silicon roofing material. The Building #2 driveway canopy will be given two coats of green silicon roofing material. This work is in the budget: cost is now estimated at only $11,500. Reduction of $250 from initial projection.
Building Interior:

· Lobby/Party Room Decorating: Committee tabled planning until next meeting.
Building Services Elements:

Fire Extinguishers: Install 24 extinguishers for $1,850.00. The budget is $1,200.00.
MOTION made by Molly Panzo to replace existing fire extinguishers for safety reasons and to exceed the budgeted amount of $1,200 by $650 for a total of $1,850.00. Work to be done by Fox Contractors. Seconded by Hector Reyes. Board members voted; all in favor, motion carried.

HVAC: Building #3 will be done this spring; #3 is the last building in a four-year project with a budget of $21,400.

MOTION made Hector Reyes to accept the bid of $21,400 for Building #3 by Heating Solutions to complete HVAC project. Seconded by Jane Godfrey. Board members voted; all in favor, motion carried.

Plumbing: Cross Connection will be done over a five-year period. Will require $32,000 to complete the entire project. The first year will incorporate $3,500 sprinkler system requirements in Buildings #3 and #4. Other requirements are under review by local fire department.

MOTION made by Hector Reyes to change existing sprinkler systems in Buildings #3 and #4 for $3,500. Work to be done by Fox Contractors. Seconded by Molly Panzo. Board members voted; all in favor, motion carried.

Pool and Building: Discussed that tile needs to be checked on the pool. Regular operation expenses are anticipated.

Driveways: Repair is needed; striping, cracks sealed, and small area by Building #2 replaced.

MOTION made by Lauren Newton to hire Vans Pavement to patch and sealcoat driveway for $5,500 and repair manhole for $450. Seconded by Marilyn Potter. Board members voted; all in favor, motion carried.

Next Board Meeting:

The next board meeting will be June 3, 2014, at 7:00 p.m. in the Hospitality Room in Building #3.

Meeting Adjournment:

MOTION made by Molly Panzo to adjourn the meeting at 8:34 p.m. Seconded by Jane Godfrey. Board members voted; all in favor, motion carried.
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