


What Does it 
Mean to be a 
HOA Board 
Member?

As an HOA board member, you play a vital role in shaping and maintaining 

the community. Your responsibilities include overseeing the HOA’s operations, 

making decisions that impact the neighborhood, and upholding the rules 

and regulations outlined in the governing documents. You must act in the 

best interests of the homeowners and work collaboratively with fellow board 

members to address community needs.

Expectations for board members include attending board meetings regularly, 

actively participating in discussions, and making informed decisions that 

align with the HOA’s goals. Additionally, board members should maintain 

transparency, communicate effectively with homeowners, and act as 

ambassadors for the community.
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Decoding HOA Terminology: Common 
Terms Explained

1.     	 Assessments: 
	 Fees paid by homeowners to fund community maintenance and services.

2.   	 Reserves: 
	 Funds set aside for future repairs and maintenance.

3.   	 Special Assessments: 
	 Additional fees for unexpected expenses or major projects.

4.   	 Board of Directors: 
	 Elected homeowners responsible for making community decisions.

5.    	 Architectural Review Committee (ARC): 
	 Reviews and approves or denies architectural change requests from 		

	 homeowners.

6.    	 Homeowner Meetings: 
	 Gatherings for discussing HOA matters and voting on issues.

7.    	 Common Areas: 
	 Shared spaces owned and maintained by the HOA.

8.    	 Violations and Enforcement: 
	 Addressing non-compliance with community rules.

9.    	 Management Company: 
	 Professional company that assists with HOA operations.

10.  	 Operating Budget: 
	 Plan outlining the HOA’s projected income and expenses for day-to-day 		

	 operations.

As a board member, you will come across various terms. Here are some of the most common 
ones you’ll encounter while managing the HOA:
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Decoding HOA Terminology: Common 
Terms Explained
Governing documents are a set of legal and administrative guidelines that establish 
the rules and regulations for a homeowners association. These documents serve as the 
framework for how the HOA operates and governs the community. 

They outline homeowner responsibilities and rights, establish the HOA board’s authority 
and duties, and provide guidelines for community maintenance and management. Here 
are the main governing documents every board member should be familiar with:

1.     Bylaws: 
The bylaws are the primary governing document of the HOA. They outline 

the internal rules and procedures that govern the association, such as board 

member qualifications, meeting protocols, voting procedures, and HOA board 

responsibilities.

2.    Covenants, Conditions, and Restrictions (CC&R): 
The CC&R is a legal document that establishes the rights and obligations of 

homeowners within the community. It includes provisions related to property 

use, architectural standards, common area maintenance, and homeowner 

responsibilities.

3.    Rules and Regulations: 
The rules and regulations supplement the CC&R and provide additional guidelines 

for homeowners to follow. These rules cover various aspects of community living, 

such as parking regulations, pet policies, noise restrictions, and shared amenities.

4.    Articles of Incorporation: 
A legal document filed with the state that establishes the HOA as a separate 

legal entity, defining its purpose, governance structure, and the authority and 

responsibilities of the board.
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How To
Conduct
Effective 
Meetings
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To conduct effective board meetings, follow key practices. Firstly, 
create a clear agenda. A focused agenda ensures all necessary topics 
are addressed. Distribute it in advance to allow board members time 
to prepare. 

Secondly, follow proper procedures for order and constructive 
discussion during meetings. Encourage open communication and 
respect for all board members’ opinions. Collaboration and informed 
decisions benefit the community. 

Thirdly, take accurate minutes as an official record. Capture important 
details, decisions, and action items. Distribute minutes promptly to 
keep everyone informed. Historical records assist with referencing 
past discussions and tracking progress. 

Implementing these practices maximizes meeting productivity, 
encourages participation, and fosters effective decision-making 
within the HOA.



Managing 
HOA Budget 
and
Finances
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There are a few key steps you must take to successfully create an HOA budget. 

Firstly, gather financial information. Consider your income sources and 

expenses by referencing past budgets and financial records.

It’s also important to understand your HOA’s different financial statements 

including balance sheets, income statements, and cash flow statements. These 

provide a snapshot of the association’s financial health.

Secondly, make the budget by allocating available funds to priority needs. Make 

sure the essential areas, such as repairs and maintenance, are properly funded. 

Remember to also align your budget with the HOA’s financial goals.

Finally, you can also work with a professional accounting firm. They offer 

expertise in financial statement preparation, analysis, and compliance 

with accounting standards. Their guidance ensures financial stability and 

transparency for the association.



Effective Homeowner Communication 
Strategies
To communicate effectively with homeowners, HOA board members can employ 
various strategies and channels. Here are some tips:

1.   Newsletters: 
Create informative and visually appealing newsletters to share updates, events, 

and news with homeowners.

2.   Social Media: 
Utilize platforms like Facebook or Twitter to engage homeowners, sharing 

community updates and encouraging feedback.

3.   Email Communications: 
Send concise and well-organized emails to homeowners, providing important 

notices and reminders.

4.   Community Website: 
Maintain an informative and user-friendly website with essential information, 

event calendars, and FAQs.

5.   Community Meetings: 
Conduct regular meetings to address concerns, provide updates, and encourage 

homeowner participation.

6.   Communication App: 
Consider using a dedicated app for real-time updates, maintenance requests, 

and community discussions.

By implementing these strategies and utilizing different communication channels, 

HOA board members can establish transparent and engaging communication with 

homeowners.
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Fair Play:
Enforcing 
HOA
Rules and
Regulations
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Homeowners should receive written copies of the rules and 
regulations. Remember to enforce these rules consistently to avoid 
bias and ensure fines and penalties are proportionate. Also, establish 
a notice and warning system for violations and provide opportunities 
for homeowners to be heard.

It’s also crucial to foster open dialogue, offer mediation for conflict 
resolution, and educate homeowners on their responsibilities. 
Respond promptly to violations, maintain accurate records, and 
enforce rules equally to maintain a harmonious community.



How Do You 
Manage 
Maintenance 
and Repairs?

To effectively manage and maintain the community’s common areas, it’s essential to 

work with vendors and contractors and address repair and maintenance issues promptly. 

Maintain a list of reputable vendors and contractors for different services and ensure 

proper contracts are in place.

Regularly inspect the common areas to identify maintenance needs and address them 

promptly. Establish a communication process with vendors and contractors to ensure 

efficient coordination and timely completion of tasks.

Maintain a proactive approach to address repairs, promptly respond to homeowner 

requests, and communicate updates on maintenance projects. You can also delegate 

these responsibilities by working with an HOA management company to address 

maintenance requests, coordinate with vendors, and oversee the work.

By effectively managing community maintenance and repairs, HOA board members can 

ensure the overall harmony and attractiveness of the community for its residents.
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Understanding HOA Insurance and Risk 
Management
To ensure proper risk management and insurance coverage for the community, HOA 
board members should understand the types of insurance policies necessary. These 
typically include:

•	   General Liability Insurance: 
Protects against accidents or injuries.

•	   Property Insurance: 
Covers damages to common areas.

•	   Directors and Officers (D&O) Insurance: 
Protects board members against lawsuits.

•	   Community Website: 
Maintain an informative and user-friendly website with essential 

information, event calendars, and FAQs.

•	   Workers’ Compensation and Employee Dishonesty		                       	
  Insurance: 

Protects against lawsuits due to employee injuries and dishonest acts..

•	   Discrimination Claims Coverage: 
Protects the association from liability against foreclosure on a minority or 

protected individual.

Additionally, HOA board members should actively manage potential risks and liabilities 
by conducting regular inspections, implementing safety protocols, and addressing 
maintenance issues promptly. By understanding HOA insurance requirements and 
implementing effective risk management strategies, board members can protect the 
community and minimize potential liabilities.
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Navigating the Legal and Legislative 
Landscape
As an HOA board member, it is crucial to stay informed about relevant state and 
federal laws and regulations that impact the community. Familiarize yourself with key 
legislation such as:

1.	   Uniform Common Interest Ownership Act (UCIOA): 
Governs an HOA community’s formation, management, and termination.

2.	   Fair Housing Act (FHA): 
Prohibits discrimination in housing based on protected characteristics.

3.	   Americans with Disabilities Act (ADA): 
Prohibits discrimination against disabled persons in public accommodations 

and employment.

4.	  Fair Debt Collection Practices Act (FDCPA): 
Requires notices to debtors, prohibits specific forms of communication, and 

bans harassment or abuse by collectors.

Stay updated on any amendments or revisions to these laws to ensure compliance. For 

example, the FHA added an amendment to protect people with disabilities. In addition, 

some states have specific laws that may affect local HOAs.

To stay informed, consider joining industry associations or attending conferences and 

seminars that address legal and regulatory issues affecting HOAs. Engage with legal 

professionals specializing in HOA law to seek guidance.
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Empowering Board Members:
Resources for Leadership

Discover valuable resources and tools to empower you as an HOA board member. 
Access training programs, networking events, online forums, and more to enhance your 
leadership skills and collaborate with fellow board members. Take advantage of these 
resources to navigate the challenges of HOA governance and excel in your role as a 
board leader.

1.	   Community Associations Institute (CAI): 
An international organization offering educational programs, workshops, 

and seminars for HOA board members.

2.	   HOAManagement.com: 
An online directory of HOA resources including management companies, 

vendors, and lawyers.

3.	   HOA Talk: 
An online community where HOA board members can connect, ask 

questions, and share experiences.

4.	  HOAleader.com: 
Offers a discussion forum where board members can learn how to resolve 

conflicts and stay updated about HOA laws and legal issues.

5.	   Community Associations Network (CAN): 
An online aggregator of HOA articles you can search from and filter by 

state, topic, or category.
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