


TRAINING 5
Chairperson opening and case script
Before calling the meeting to order
CHAIR: “The scheduled meeting is the [Association] Committee - Fine Hearing on [date/time]. Please identify the committee members present and absent. Management, please confirm the appointment roster, eligibility, notice record, and access arrangements.”
RECORDER: “The complete eligible body has [N] members; [P] are participating. Under [verified rule], the quorum requirement is [Q] and [is/is not] met. The approval threshold is [rule and number].”
CHAIR IF NO QUORUM: “No quorum was obtained and this meeting cannot be called to order accordingly.” Record attendance and the reason business could not proceed; arrange a properly noticed next step. Do not vote or announce an official case decision.
CHAIR IF QUORUM: “A quorum is present. I call the meeting to order at [actual time]. I will read the meeting notice and agenda. The committee’s role is to confirm or reject the fine levied by the Board. Only eligible committee members vote. Each owner will have an opportunity to respond and present evidence.”
Call each case separately
CHAIR: “Case [number], [property], owner(s) [names], concerns [specific alleged violation]. Please record each owner as present or absent and identify anyone appearing on the owner’s behalf.”
MANAGEMENT: “The alleged incident occurred on [date(s)]. The cited provision is [exact section]. The Board levied a proposed [one-time/continuing] fine of [amount and calculation] on [date]. The hearing notice was provided by [method/date] to [recipients]. Exhibits [IDs] support the allegation. The most recent cure inspection shows [facts/date].”
CHAIR: “Has the condition been cured? Please identify the cure date and evidence. Owner or representative, please give your response, explain any disagreement or cure, and identify any exhibits you want considered.”
CHAIR AFTER RESPONSE: “Committee members may ask relevant questions. Management, is there a factual response? Owner, you may respond to that information before we conclude the evidence.”
Deliberate on the noticed case
CHAIR: “We will consider the Board action, cited rule, notice, evidence, owner response, and cure status. If the violation was cured before this hearing or as specified in the statutory notice, the fine may not be imposed. We may confirm or reject the proposed fine; we may not substitute a different fine.”
RECORDER: Summarize material evidence, owner statements, committee reasoning, and any unresolved issue. Attribute disputed statements. Do not write that notice was read or a party attended unless it actually occurred.


TRAINING 6
Voting closing and exception scripts
Take an express vote and announce the result
COMMITTEE MEMBER: “I move to [confirm/reject] the Board’s proposed [one-time/continuing] fine of $[exact amount and basis] for Case [number], based on [findings].” Record the second if required by the association’s procedure. Do not fabricate a motion or second.
CHAIR: “[Name], please state your vote: in favor, against, or abstain.” Repeat for each eligible participant. Record any stated abstention reason. “The vote is [names/counts]. Under [verified threshold], the motion [passes/fails]. The proposed fine [is approved/is not approved].”
CHAIR FOR APPROVAL: “The committee’s findings are [findings]. The cure action, if applicable, is [specific action and terms]. The payment date is [date], which must remain at least 30 days after delivery of our written findings. Management will document delivery and flag any timing conflict before collection. A qualifying cure prevents imposition.”
CHAIR FOR NONAPPROVAL: “The proposed fine is not approved and may not be imposed from this proceeding. Written findings will state the reason. Any further Board action must follow the governing documents and law.”
Common exceptions
	Situation
	Suggested chairperson language and action

	Owner absent
	“The owner is recorded absent. We will verify proper notice and examine the evidence; absence is not proof of the violation.” Proceed only if the hearing otherwise meets requirements.

	Cured before hearing
	“The evidence establishes cure on [date], before the hearing. Under §720.305(2)(e), this fine may not be imposed.” Record findings and use L04 with L03.

	Committee wants a lower fine
	“Our role is to confirm or reject the Board’s proposal. We cannot replace it with a new amount.” Record the disposition and refer any new proposal to the Board.

	Tie or failed approval
	“The proposed fine did not receive the required majority approval and may not be imposed.” Record exact votes. Use L04 if the our rejection letter would falsely imply a majority rejection vote.

	Notice or access defect
	“We cannot proceed to impose a fine on this record. We will document the defect and determine a properly noticed next step.” Do not treat an adjournment as approval.

	Disruption
	“Please address the noticed issue and allow others to finish. We will apply the meeting rules consistently and preserve your opportunity to respond.” If a recess is needed, state its start and return times.



Close the meeting
CHAIR: “The record will show the decision and assigned tasks for each case. The written findings must be provided within 7 days. The next meeting is [date or To Be Determined]. The meeting is adjourned at [actual time].” Record an adjournment motion only if one occurred; omit it from the Resolution Summary table.
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