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Every homeowners association (HOA) is guided by a board of directors that makes decisions affecting
the community — from budgets and maintenance projects to rules enforcement and long-term
planning. But before those decisions are made, there’s one small but very important step in the
management process that is frequently overlooked or minimized: preparing and posting the agenda
for the directors’ meetings.

HOA members have no doubt seen an agenda for a noticed meeting posted on the bulletin board,
website, or emailed to members before the board meeting. While preparing and circulating the agenda
for a meeting of an HOA's board of directors might seem like a routine administrative task, in reality, it
iS a very important protection that is afforded to association members by state statutes and the HOA's
governing documents.

Reasons that the proper preparation and circulation of an agenda in advance of board meetings is
important include:

e Transparency and Accountability - the agenda tells members exactly what the board plans to
discuss and vote on at an upcoming meeting. This information is important for members to:
e Know whatissues are coming up for discussion / decision.
e Monitor how their board is managing community affairs.
e Hold board members accountable for how they spend association funds and enforce the
rules.
e When agendas are posted in advance, there are no “surprise” decisions. Everyone gets the
Same opportunity to be informed.

e Legal Protection for Members - Under state laws, an HOA board generally cannot make
decisions on any matter that isn't listed on the posted agenda. This prevents boards from
taking up new business without notice and protects members’ right to fair and open
governance. If a board acts without proper notice, the decision could be voidable and
challenged by the membership.



» Provides Members with an Opportunity to Participate - Agendas also help homeowners prepare
to attend meetings and speak on issues that matter to them.
For example:

e |fthe board plans to discuss a new rule about parking or pets, members can review the
agenda, attend the meeting, and share their perspective.

e Members can ask questions, offer suggestions, or simply observe the process — all because
they had advance notice.

e Without an agenda, members would have no practical way to participate meaningfully.

 Order, Efficiency, and Recordkeeping - Agendas help meetings stay organized and productive
by ensuring that:
e Topics are addressed in alogical order.
e Time isn't wasted on unrelated issues.
e Minutes can accurately reflect the board’s deliberations and votes.
e Awell-structured agenda creates a clear record of what was discussed and decided —
which benefits everyone, especially when questions arise later.

Posting agendas isn't just a legal requirement — it’s a hallmark of good HOA governance.

It shows that the board values openness, communication, and homeowner involvement.
Communities where members are informed and engaged tend to have stronger trust, better
compliance, and fewer confiicts. When agendas for board meetings are posted, HOA members should
make it their business to read it and inform themselves as to what is happening in their HOA. The
agenda is a member’s window into how their community is being managed and their invitation to
participate in decisions that affect their property and community.

A sample agenda for an HOA board of directors’ meeting and related forms may be viewed via the
following links:

» Agenda for Meeting of Board of Directors (without specified agenda items):

Agenda for Meeting of Board of Directors (without specified agenda items) - HOA Member Services

* Agenda for Meeting of Board of Directors:

Agenda for Meeting of Board of Directors - HOA Member Services

e Checklist of Possible Agenda Items for Board Meeting:

Checklist of Possible Agenda Items for Board Meeting - HOA Member Services

e Meeting Agenda Item Disposition Form:



Meeting Agenda Item Disposition Form - HOA Member Services

Sample Board of Directors Meeting Agenda

[Name of Association] Homeowners Association

Date: Tuesday, December 10, 2025

Time: 6:30 p.m.

Location: Clubhouse Meeting Room, 123 Main Street, Palm Springs, CA 92262
(This is an open meeting of the Board. Homeowners are welcome to attend.)

1.

Call to Order

Verification of quorum
Roll call of directors
Introduction of management representative(s)

. Approval of Agenda

Board to approve or amend the agenda as presented.

. Approval of Minutes

Review and approval of minutes from the November 12, 2025, Board Meeting.

. Homeowner Forum (Open Session)

Each homeowner may address the Board for up to 3 minutes on matters listed on the agenda.
The Board may listen, ask questions for clarification, or refer the matter for a future agenda.

.Reports

President’s Report

Treasurer’s Report (Financial statements, delinquencies, reserve account updates)
Manager’s Report (Maintenance updates, pending work orders, vendor performance)
Committee Reports (Architectural Review, Landscape, Social, etc.)

. Unfinished Business

Discussion and possible action on:
e Finalization of landscape maintenance contract renewal



e Status of pool resurfacing project
e Update on roof inspection and repair schedule

7.New Business

Review of 2026 draft operating budget

Consideration of new parking enforcement policy

Approval of holiday lighting expenditures

Appointment of new member to the Architectural Committee
8. Executive Session Announcement

(Board will adjourn to closed session after the open meeting to discuss matters permitted under Civil
Code §4935, including: member discipline, delinquencies, contracts, and legal matters.)

9. Next Meeting
e Regular Board Meeting: Tuesday, January 14, 2026, at 6:30 p.m.
10. Adjournment

Notes for Members

» Agendas are posted at least four (4) days before the meeting at the designated location:
Clubhouse bulletin board and Association website (www.[associationname].org)

e Members may request to add an item to a future agenda by submitting it in writing to
management or the Board.
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HOA member or manager duties and responsibilities can be overwhelming. At HOA Member Services, we

provide the education, tools, and resources you need to simplify your HOA experience and help your
community thrive.
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