Community Name
 Board of Directors Meeting Minutes
Meeting Details
· Date: [Date]
· Time: [Start Time] p.m. / a.m.
· Location: [Physical Address or Zoom/Virtual Link]

1. Call to Order & Quorum
· Call to Order: The meeting was called to order by [Name, Title] at [Time] p.m.
· Roll Call & Quorum:
· Present: [Name, President], [Name, Vice President], [Name, Treasurer], [Name, Secretary], [Name, Director].
· Absent: [Name, Director].
· A quorum of the Board was established.
· Proof of Notice: [Name] confirmed that the meeting notice was posted on the community property and distributed to owners on [Date], satisfying the 48-hour notice requirement per Florida Statutes.

2. Approval of Previous Minutes
· Motion: [Name] moved to approve the minutes of the [Previous Meeting Date] Board of Directors meeting [as distributed / as corrected].
· Second: [Name] seconded the motion.
· Vote: The motion passed [unanimously / by a majority vote of X-Y].

3. Officer & Committee Reports
· President’s Report: [Name] provided an update on [e.g., community landscaping updates, general neighborhood status].
· Treasurer’s Report: [Name] presented the financial report as of [Date].
· Operating Account Balance: $[Amount]
· Reserve Account Balance: $[Amount]
· The report was accepted as presented and filed for audit.
· ARC (Architectural Review) Committee: [Name] reported that [Number] applications were reviewed this month; [Number] were approved and [Number] are pending additional information.

4. Unfinished (Old) Business
· Subject: [e.g., Clubhouse Roof Repair]
· Discussion: The Board reviewed the follow-up proposals for the roof repair.
· Action/Motion: [Name] moved to accept the bid from [Vendor Name] for $[Amount]. Seconded by [Name].
· Vote: Motion carried [X-Y].

5. New Business
· Subject: [e.g., Contract for Pool Maintenance]
· Discussion: The current pool service contract is expiring. The Board discussed three competing bids.
· Action/Motion: [Name] made a motion to table the vote until the August meeting to allow the vendor to clarify compliance insurance. Seconded by [Name].
· Vote: Motion carried unanimously.

6. Open Forum – It is best practice to only record the motions. Any votes taken should be listed on the agenda so open form is usually conversation only so no recording.
7. Adjournment
· Motion: There being no further business, [Name] moved to adjourn the meeting at [End Time] p.m.
· Second: [Name] seconded the motion.
· Vote: Motion carried unanimously.

Minutes submitted by:

[Name], Board Secretary
Minutes approved on: [Date]

