
  
 
 
 

How to Have SHORT and SWEET BOARD MEETINGS 
 
 
 Tired of board meetings where much is said, but little is accomplished?    Try these suggestions: 
 
MAKE an AGENDA and STICK TO IT.  Board members should call items to the management company for 

inclusion in the agenda.  The management company should distribute the agenda to board members and 
post for members. 

 
NO DISCUSSION WITHOUT a QUESTION PENDING.  Don't allow discussion without a motion.  A 

question is a resolution moved by a board member ("I move that …").  Avoid moving resolutions solely 
for purposes of discussion ... you should have thought it out before the meeting.  Discussion without a 
question pending is not board business and need not be recorded in the minutes.  

 
BOARD MEETINGS are for DECISION MAKING.  Save non-related discussion, non-agenda items, 

personal questions, and nice-to-do items for a later time.  Ask yourself:  could you have answered your 
question before the meeting by calling the management company? 

 
NO SURPRISES.  Your management company should provide reports before the board meeting which 

document agenda items.  Call the manager before the meeting if you have questions or suggested 
agenda items so they may come to the meeting prepared.  Don't save questions for the meeting ... you 
will only have to wait longer for your question to be answered or your idea to be adopted. 

 
PUT  IT IN WRITING.  Committing ideas to writing forces you to be precise.  Written resolutions speed up 

the meeting since time is not wasted constructing nor reading aloud each resolution.  If you want your 
business adopted:  get on the agenda, do your research, and prepare and distribute a written resolution 
before the meeting.  Example: 

WHEREAS we are required to have an annual audit, and 
WHEREAS last year's auditor did a fair job at a fair price, 
THEREFORE BE IT RESOLVED that Ms. A. Auditor, CPA, be engaged to conduct the audit 
at a cost not to exceed $850. 

 
BOARD MEMBERS ONLY.  Board meetings are for board members.  Times of meetings are for the 

convenience of board members, not spectators.  Non-board members may not interrupt the meeting.  
Spectators may speak to an issue only upon 2/3rds vote of the board.  An "open board meeting" means 
non-board members may observe ... it gives them no right to participate except for the mandated Open 
Forum period.  Place the board at a separate table so it is clear who the board members are.  Do not 
announce board meetings as association or owners' meetings as this gives the wrong legal notice and 
would allow participation by any owner.  While this may appear harsh or rude, your board members 
will leave their meetings with a feeling of accomplishment rather than frustration.  The limited time 
devoted to the Open Forum period should be at the beginning of the meeting when non-board members 
may address the board; but do not debate these issues until later in the meeting and then only on a 
motion by a board member. 
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