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	ABOUT THIS MINUTES TEMPLATE
1. Minutes record what was decided, not everything that was said. Aim for accuracy and brevity.
1. Capture motions verbatim, mover and seconder, and the vote tally (yes / no / abstain / recuse).
1. Record executive session entry, the general subject, exit time, and any ratifying action — but not the substantive discussion.
1. Open-session minutes are public records under the Association's records-access framework. Treat them accordingly.




BOARD MEETING MINUTES
[Association Name]

	Meeting Type
	[Regular  /  Special  /  Annual]

	Date / Time Called to Order
	[Day, Month DD, YYYY  •  H:MM AM/PM]

	Location
	[Physical Address / Virtual Platform]

	Directors Present
	[Names; identify quorum]

	Directors Absent
	[Names]

	Also Present
	[Manager, Counsel, Vendor, Other]

	Owners Present
	[# of owners signed in for Open Session]



1.  Call to Order

Quorum confirmed. Meeting called to order at [time]. Notice properly issued under [§ 209.0051 / § 82.108 / bylaws Article ___].
2.  Approval of Prior Minutes

	MOTION
Moved by:  ____________________________________            Seconded by:  ____________________________________
Motion: ________________________________________________________________________________________________
Vote:  For  ____   Against  ____   Abstain  ____   Recuse  ____            Result:  [Passed / Failed]


3.  Owner Forum

[Brief summary of owner comments received. Specific names typically not required in minutes unless owner requested attribution; reference the sign-in sheet for full attribution.]
4.  Treasurer / Financial Report

[Summary of financial position; reference attached financial reports. Identify any variances requiring Board action.]
	MOTION
Moved by:  ____________________________________            Seconded by:  ____________________________________
Motion: ________________________________________________________________________________________________
Vote:  For  ____   Against  ____   Abstain  ____   Recuse  ____            Result:  [Passed / Failed]


5.  Manager's Report

[Brief operational summary; reference attached management report. Note any decisions delegated to the Manager.]
6.  Committee Reports

[Summary of each committee report. Reference any attached committee documentation.]
7.  Unfinished Business

[Item-by-item update with reference to prior meeting minutes where decisions were made. Note motions and votes for each action item.]
	MOTION
Moved by:  ____________________________________            Seconded by:  ____________________________________
Motion: ________________________________________________________________________________________________
Vote:  For  ____   Against  ____   Abstain  ____   Recuse  ____            Result:  [Passed / Failed]


8.  New Business

[Each new business item, presented for discussion or action. Motions captured below.]
	MOTION
Moved by:  ____________________________________            Seconded by:  ____________________________________
Motion: ________________________________________________________________________________________________
Vote:  For  ____   Against  ____   Abstain  ____   Recuse  ____            Result:  [Passed / Failed]



9.  Adjournment to Executive Session

At [time], the Board adjourned into executive session under Tex. Prop. Code [§ 209.0051 / § 82.108] to consider the following general subjects: [personnel / pending or anticipated litigation / contract negotiations / enforcement / owner privacy matters]. Executive session minutes are maintained separately.
10.  Return to Open Session

At [time], the Board returned to open session. The following action requiring open-session ratification was taken:
	MOTION
Moved by:  ____________________________________            Seconded by:  ____________________________________
Motion: ________________________________________________________________________________________________
Vote:  For  ____   Against  ____   Abstain  ____   Recuse  ____            Result:  [Passed / Failed]


11.  Action Items & Assignments

[Bulleted list of action items, owner, and deadline; mirrors the Action Item Tracker maintained by the Manager.]
12.  Adjournment

Meeting adjourned at [time].

	Secretary                                                                                  
Print Name:  ____________________________________
Date Minutes Prepared:  ____________________________
	Approved (Date / Meeting)                                                                                  
Approved at [date] [regular / special] board meeting
Motion #:  ___________   Vote: For ___ / Against ___
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