CMGT - FREE BOARD RESOURCE

HOA Annual Meeting Kit

A week-by-week checklist, a notice of annual meeting, and an agenda

BUILT FOR COMPANION GUIDE UPDATED
HOA boards How to Prepare for Your HOA Annual Meeting September 2026

Fill in the fields as you go. The checklist dates itself from your meeting date, and the
notice and agenda build themselves from what you enter. Print it, save it as a PDF, or
copy the notice into an email.

How to use this kit

1. Fill in the rules worksheet first, from your bylaws, declaration, and state law.

2. Enter your meeting date and notice window. The checklist fills in planning targets for each stage.

3. Fill in the notice and agenda sections. Anything left blank stays highlighted, so nothing slips through.
4.

Have your association's attorney review the notice before it goes out.

BEFORE YOU START

Every legal requirement in this kit is a blank on purpose. Notice windows, delivery methods, quorum,
proxies, and voting rules vary by governing documents and state law, and in some states a statute overrides
the documents. Your documents, state law, and your association's attorney supply them.

01 Annual Meeting Checklist

MEETING DATE SEND NOTICE NO EARLIER THAN SEND NOTICE NO LATER THAN
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https://cmgt.org/resources/hoa-annual-meeting

Rules from our documents and state law

Fill this in first, from your governing documents and any state statute. Where the two conflict, the statute can override the
documents, so confirm with your attorney. Every date in the checklist depends on this.

RULE WHAT OUR DOCUMENTS AND STATE LAW SAY WHERE IT'S FOUND

Notice window: earliest and
latest send dates

Delivery method(s) allowed
Quorum for the annual meeting

Proxies: allowed? how signed
and returned?

Electronic or virtual meeting and
voting

Other notes

1. Eight weeks out: confirm the rules and theroom

() Confirm the date, time, and place, or the virtual format, against the bylaws.

() Pull the rules for notice, quorum, proxies, and voting from your governing documents and any state statute into
the worksheet above.

() Book the room (or set up the meeting link).

2. Six to eight weeks out: call for candidates and decide how voting works

() Send the call for board candidates, with a deadline that leaves time to include their statements in the notice.

() Decide how voting will work: in person, by proxy, by ballot, or electronically where your documents and state
law allow it.
3. Four to six weeks out: prepare the financials and draft the agenda

() Prepare the financial report.
(O Prepare the proposed budget, where applicable.
() Draftthe agenda (Section 03).
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4. By your notice deadline: send the official notice

() Send the official notice (Section 02) with the agenda, candidate information, and any proxy or ballot, inside the
notice window your documents and state law set. Some statutes set an earliest date, too.

() Keep arecord of what was sent, how, and when. You'll need it for proof of notice at the meeting.

5. Two weeks out: remind and track

() Send areminder.

(O Track proxies or ballots received against the quorum you need.

6. Meeting week: set up and assign roles

(O Print sign-in sheets and ballots.
() Confirm who is counting votes (not a candidate).

() Setup the room or test the meeting link. If hybrid, assign one person to run the technology.

7. After the meeting: close theloop

() Announce the results.
() Update the board roster.
() File the minutes.

CMGT

A free planning resource, not CMGT's meeting process. CMGT offers this kit to help boards prepare for an
annual meeting. Itisn't the process CMGT uses to run meetings for the communities it manages, and it
isn't legal advice. Confirm notice, quorum, proxy, and voting requirements in your governing documents
and with your association's attorney.

Read the full guide: cmgt.org/resources/hoa-annual-meeting
Prefer to have it done for you? cmgt.org/request-a-proposal

We Manage. You Live.
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NOTICE OF ANNUAL MEETING OF MEMBERS

Sent on by , within the notice window your
documents and state law set.

The annual meeting of members of will be held:

DATE
TIME

PLACE

Agenda

The agenda is enclosed.

Board election

board seat(s) are up for election, each for a term.
Candidates:

How to vote

Please return ballots or proxies by

Why your participation matters

The meeting needs a quorum of to conduct business, including the election. If
you can't attend, please return your ballot or proxy so your vote counts toward quorum.

Questions

Contact

By order of the Board of Directors,



10.

11.

Annual Meeting of Members

Call to order

Time: Presiding:

Establish quorum

Required: Present or represented:

Proof of notice
Notice sent on by

Approve last year's annual meeting minutes

President's report

Presented by

Financial report and budget
Presented by

Election of directors
Candidates: Vote counters:

Unfinished and new business, as the bylaws allow

Open forum

Time limit per speaker: minutes
Announce election results

Adjourn
Time:



