


F11  |  DUPLICATE CASE BLOCKS AS NEEDED
Draft meeting minutes
[ASSOCIATION LEGAL NAME]
DRAFT MEETING MINUTES - MUST BE APPROVED IN NEXT MEETING TO BE CONSIDERED TRUE AND CORRECT
	Field
	Information

	Meeting Type
	Committee - Fine Hearing

	Scheduled Date / Time
	[Date, time and zone]

	Physical Location
	[Full street address and room]

	Online
	[Full URL, meeting ID, passcode, or None if unavailable]

	Telephone
	[Number, meeting/access ID, passcode, or None if unavailable]




[State that the meeting notice was read aloud only if it occurred.] [P] of [N] eligible committee members participated; under [verified rule], [Q] were required and a quorum [was/was not] obtained. [If obtained: actual call-to-order time.] If no quorum, use: No quorum was obtained and this meeting cannot be called to order accordingly.
Committee Members Present: [Every participating member; Chairperson only if established]
Committee Members Absent: [Every absent member or None]
Management Representative Present: [One name or None]
Others Present: [Names grouped by owner, representative, attorney, tenant or guest; property if available]

Case #[number] - [property address] ([owner name(s)]) - [concise incident summary]
Record owners: [Each name, present/absent]. Attending on behalf of owner: [Name, relationship and owner represented, or None].
Background: [Incident and notice dates; alleged conduct; governing provision; Board fine date, amount and basis; unavailable facts identified.]
Owner Testimony: [Material statements and evidence, or absence/no testimony.]
Committee Discussion: [Material deliberation, evidence, cure facts and reasons.]
Committee Decision (Fine Imposed $[amount]) OR Committee Decision (Fine Rejected): [Keep the accurate heading only; state any statutory nonimposition or failed approval. Motion By, Second By, Vote and Result; individual votes; abstentions and reasons or Abstentions: None; findings, cure, delivery/payment requirements and follow-up.]

[Repeat complete case blocks in continuous flow; do not manually page-break between cases.]
[Insert the closing content and tables below directly after the last case; the next library page is a reusable continuation, not a required break in live minutes.]


F11  |  CONTINUATION CONTENT
Minutes closing and action tables
When you prepare the minutes with us, place this closing section directly after the case narratives. Use Calibri 10 pt, with the centered association name in 12 pt bold. Remove these preparation instructions.

Adjourned: [Actual time; motion/second/result if made]. Next meeting: [Date or To Be Determined].
Minutes Prepared By: [Name, exact title; state if preparer did not attend].

	Resolution Summary

	Motion Status
	Motion
	Author Name
	Second
	Favor
	Against
	Abstain

	[Approved / Failed]
	[Substantive motion]
	[Last name or Not Stated]
	[Last name or Not Stated]
	[Last names or None]
	[Last names or None]
	[Last names or None]



	Table Items for Next Agenda

	Item
	Person Responsible

	[Tabled or unaddressed planned item, or None]
	[Name or Not Assigned]



	Tasks

	Task Description
	Person

	Update VMS/Smartweb Violation Status
	Property Manager

	Prepare/Remit/Upload Meeting Minutes
	Property Manager

	[If imposed: Levy exact fine $___; otherwise accurate no-post/adjustment task]
	Accounting

	[Provide written findings and retain delivery proof]
	[Responsible name]



Zoom recording: [Complete share URL and recording passcode if available, or state no recording]
Exhibit index for actual meeting record
[Exhibit A: available Zoom-generated summary.]
[Exhibit B: available complete timestamped Zoom transcript, including speaker labels and pre-meeting content.]
[Letter attachments: selected member letter with findings attachment, Board report, and supplied notices.]
Label automated summaries/transcripts: Source material that may contain automated errors and has not been adopted as the official minutes. Include every available item; do not fabricate missing exhibits. Use the recording for actual meeting facts and reconcile conflicts on the internal cover.
Exclude an adjournment motion from the Resolution Summary. Identify each eligible vote accurately and preserve announced opposing votes and abstentions. Do not add minutes approval/signature lines.
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