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Did You Know? 

You’re an elected official! à Your association likely provides 
some services that traditionally were provided by local government. 
That makes you similar to a town council member (or the mayor, 
if you’re the president), responsible for ensuring that services are 
provided and that rules are appropriate and fairly applied. 
 

You’re a leader! à Your association is like a family and that 
makes you a parent, cheerleader, role model, social director and in 
short, a community builder. 
 

We know that this is a lot of responsibility, but don’t worry… 
we’re here to support you along the way! 

Our mission is to help you not only succeed, but to achieve 
success with a minimum amount of anxiety and angst! 

You never know! 

We might even help you enjoy the experience! 
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Governing Documents 
Gives boards the authority to govern by providing for the operation and regulation 

of the association.  
1. They provide guidance and 
protect boards. 
2. They protect association 
members by spelling out their 
rights and responsibilities. 
3. They are supported by local 
ordinances, state statutes, and 
federal regulations. 
The general hierarchy of authority 
for governing documents is a loose 
one because not all documents 
address all issues involved in 
operating a community 
association. 
 

The Declaration: The Declaration (or Master Deed) contains the CC&Rs that 
regulate resident behavior. They bind all the owners to the association, establish 
association responsibilities, and define owners’ rights and obligations. 
The Articles of Incorporation: Articles of Incorporation initially create the 
corporation under state law and define the association’s basic purposes and powers. 
They may specify such things as the number of directors, terms of office, and other 
specifics about how the board functions. 
Bylaws: Bylaws contain provisions concerning actual association operations, such as 
meetings, procedures for electing the board members and officers, and general 
duties of the board. Sometimes the bylaws cover the same topics as the declaration. 
Board Resolutions: Boards can also adopt Resolutions. They must be consistent 
with the declarations, the bylaws, and state laws. Resolutions are usually recorded at a 
board meeting in the form of a motion called a policy resolution and follow the (4) 
types below: 
  

General Hierarchy of Authority for Governing Documents of Homeowner’s 
Associations 

1. Policy resolutions - affect owners’ rights and obligations.  
2. Administrative resolutions - address the internal operations of the community association.  
3. Special resolutions - record board decisions that apply a policy to an individual situation.  
4. General resolutions - record board decisions regarding routine events.  
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The Role of the Board 
Ultimately, the role of the board is to protect and increase property value. 

This is accomplished by operating the association, maintaining the 
common property, and enforcing the governing documents. 

 
Qualities of a GOOD Board Member Qualities of a BAD Board Member 
- Good character  
- Strong integrity  
- Calm judgment  
- Willingness to serve  
- Committed to the best interests 

of the community as a whole  
- Relevant experience or 

background  
- Previous volunteer service 
- Strong “people skills”  

 

- Unable to put the welfare of 
the community first  

- Works behind the board to run 
things his or her way 

- Impulsive or quick tempered  
- Has a personal or hidden 

agenda 
- Puts individual interests first  
- Little or no experience in 

management, leadership, or 
service  

- Unable to work with others for 
the common good  

- Ineffective with others 

 

Overall, the Boards set the policy and make the policy decisions. The 
HOA Managers implement the board’s directives and take care of 

operations. 
 

Reminders…  
- Stand united. Once the board decides on a resolution, stand behind it 

and make every effort to see it succeed—even if you voted against it.  
- Don’t allow personality differences to interfere. Be cooperative, 

positive, and make every effort to stay focused on the needs of the 
community.  

- Be reasonable. Although boards have a big responsibility, they needn’t 
be over zealous or inflexible to fulfill it. Avoid snap decisions, act rather 
than react, and deal with real problems, not nuisance situations. 
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The Roles of the Individual Board Members 
 

The President:  

OVERSEE OPERATIONS  

Association presidents must adhere to budgets, formulate and enforce 
rules and policies, conduct meetings, prepare agendas, and work with 
committees.  

SPEAK FOR THE BOARD AND ASSOCIATION  

The president is the official spokesperson for the board—to association members, the 
community manager (or management company), vendors, the press, and the greater 
community. 

The Secretary: 
PRESERVING ASSOCIATION HISTORY AND RECORDS 

The association secretary is responsible for preserving the association’s 
history, maintaining its records, and protecting it from liability. The 

secretary should be efficient, well organized, and have a commitment to the future of 
the association. Associations with a professional management company usually have 
the manager perform some of the secretarial tasks if not all of them. 

The Treasurer: 
MAINTAIN FINANCIAL STABILITY 

The association treasurer is responsible for maintaining the finances 
and ensuring the financial stability of the association. He or she is the 

financial voice of the board and liaison to the management company. This includes 
a number of duties and responsibilities, with the most important responsibility being 
preparing the annual operating budget. Like the Secretary position, most associations 
employ a Management Company to handle these tasks. 

The Management Agent: 

A professional association manager helps the board preserve assets, 
maintain property values, establish continuity, and aid with 
operational and financial matters. The board sets policy and 
establishes a direction for the association, and the management 
company sees that the policies are implemented.



Association Meetings 
 
Regardless of how you feel about them, board meetings are 
more than just something your community association 
chooses to do. They are something your community 
association must do. Why? Because your community 
association operates as a corporation. As such, it must hold 
regular meetings of its officers and shareholders – in this 
case, board members and homeowners.

Board Meeting Basics: 
1. Hold the appropriate number of board meetings. 

What’s the right number? Your association’s bylaws or the laws in your area may dictate the 
minimum number of board meetings you need to hold. If not, it really depends on the size and 
complexity of your association. A small association might meet quarterly, whereas a larger one 
would meet monthly. Anything beyond that would be rare and would only occur if you need to 
discuss something urgent. 

2. Set guidelines for participation. 

Board meetings require a quorum – 
meaning that you can only conduct 
one if you have the required 
minimum number of board 
members in attendance. To 
maximize participation and ensure 
you’re providing ample notice (per 
your community’s governing 
documents and local statutes) it’s 
important to send meeting notices 
to homeowners a specific amount of 
time in advance, as per your 
association’s governing documents. 
Bylaws and statutes dictate who 
can attend a board meeting. This 
will prevent anyone from 
monopolizing meeting time or 
derailing the conversation. 

3. Set the agenda. 

Having an agenda – and sticking to 
it – is one of the best ways to ensure 
board meeting success. Think of 
your agenda as a meeting road map – a valuable tool to keep participants on topic and facilitate 
a successful outcome. Your agenda must be publicized in advance of the meeting. For optimal 
efficiency, you should follow a strict format. The ideal agenda should include opening the 
meeting, taking roll call, reading the minutes and treasurer’s report, and time to make motions 
and vote, as well as for discussion and questions. Any decision the board plans to discuss and 
vote on needs to be on the agenda. If you don’t follow the agenda, you open yourself up to 
challenges from the homeowners. Sticking to an agenda helps keep discussions focused. 

THE IMPORTANCE OF 
MEETINGS:  

Community associations 
conduct several types of 

meetings, each addressing 
a particular need. 
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4. Take minutes. 

Taking the minutes at each 
meeting and reading those 
from the previous session are 
important aspects of board 
meeting proceedings. The 
minutes provide an official 
record of your association’s 
meetings, and most bylaws 
and statutes give 
homeowners the right to see 
those records. The minutes 
should not be a verbatim 
transcript of the meeting. 
Rather, they provide a 
summary of motions made 
and actions taken. Although 
the board secretary is 
generally responsible for 
managing the minutes, we 
recommend allowing your 
property management 
company to assist with the 
preparation of the minutes. 
 
5. Follow parliamentary 
procedure. 

Parliamentary procedure 
establishes rules and 
methods for running 
meetings. Although there are 
different types of 
parliamentary procedure, the one that is most commonly used is “Robert’s Rules of Order,” a 
how-to guide for conducting business in democratically elected organizations. Its enduring 
popularity is based, in part, on how well it prescribes guidelines and formalizes meeting 
procedures and conduct. This helps ensure your meetings are fair, inclusive and efficient.  

6. Keep it formal. 

Aim to keep open meetings no longer than 90 minutes (that includes 30 minutes for an executive 
session) and leave any socializing until your meeting is over. This requires staying to the agenda 
and being efficient. It’s better to have more meetings if needed because you lose people’s 
attention. Even if you’re friendly with your fellow board members, remember that the purpose 
of a board meeting is to conduct business, not to socialize. 

7



 

 2 

Association Taxes 
 

 
We have to File Taxes? 

  
Even though community associations 

are nonprofit organizations, they must 

file federal, and state tax returns. 

 

 

Most associations will have at least some income from interest 

earned on investments. These returns are unlike your normal 

Income Tax returns as they are basically reporting the Non-Profit 

Income and Expenses only. 

 

 

 

 

No Tax is Due for the association but filing these returns late 

can result in late fees. 
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The Management Company Role  
in Your Community 

 
 

 

Community Rules and Regulations  

We are involved in enforcing community rules and regulations. We also monitor community 
activities, listen to complaints from homeowners, and investigate and resolve those issues as 
quickly as possible. 

We sometimes need the board’s help since you live in the community and will most likely see issues 
before they are reported to us. 

Dispute Resolution 

We often mediate disputes and conflicts between neighbors. Most times we work directly with the 
homeowners in question to mediate a resolution or notify offending parties by mail. 

We handle all disputes that are reasonably solved. Once a dispute between the homeowner and the 
management company (or HOA) reaches an impasse, the Management Company will forward that 
info on to the board (and possibly the board attorney) to ensure that it is handled directly. 

We will not get involved in a dispute that cannot be remedied by a simple resolution or action. 

Maintenance and Upkeep  

We are generally responsible for the maintenance 
and upkeep of common areas in your community. 
Depending on your communities’ amenities, we 
might be responsible for maintaining the 
community's swimming pool, parks, ponds, tennis 
courts or sports complexes. We also help retain a 
landscaping company to cut grass and care for 
plants and trees. 

We also ensure that neighborhood’s equipment, 
lighting, entrances and gates are all in good 
working order. 

Other Responsibilities  

We generally handle all the financial matters of the HOA, including the collection of association 
fees from residents, filing of taxes, attorney collections, maintaining the budget, handling the 
reserve account, and much more. 
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Management Company Reminders 
 

We are trained to deal with conflict, but we will 

not get involved in quarrels between neighbors. 

However, if Association rules are being violated, 

we are the right person to call. While we work 

closely with the HOA board, we are considered to 

be more of an advisor. Although we work for the 

board, we are available to residents. This does not 

mean we take our daily tasks from homeowners, 

most of the time any request will be sent to the 

board for an approval, etc.   

 

CONTRACTORS à We are responsible for monitoring contractors’ performance, but we are 

not directly supervising them. Contractors are responsible for supervising their own personnel. If 

there is a problem with a contractor, notify us immediately. 

INSPECTIONS à We inspect the community regularly, but even our Inspections Manager 

won’t catch everything. Your help is essential. If you know about a potential maintenance issue, 

report it to us immediately. 

We have a broad range of expertise, but we are not a personal consultant to the residents. We 

will always try to answer all of their questions, but sometimes we will simply not know the 

answer and will need to get the Board and/or Attorney involved.  

 

 

 

Although we are a great resource to the homeowner’s association, we are not 

available 24 hours a day. We are always happy to answer questions, but for 

routine inquiries, homeowners should always be encouraged to visit the 

association’s website. 
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Online Access to PayHOA 
 

PayHOA is an online software that makes association 

management simple. Collect dues payments online, 

track and resolve maintenance issues, and improve 

communications with owners and residents. 
How to set up your account à Go to www.payhoa.com/join  

1. It will ask for your email address first.  

a. Use the email you would like to use as a primary contact.  

b. <Click Next> 

2. It will ask you to search for your community.  

a. Type in your community name “Example Place HOA” 

b.  <Click Next> 

3. It will ask you to fill in the rest of your information. Please do so.   

a. <Click Join> 

4. Check your email for your activation confirmation.   

a. Please click the link inside that email to complete your registration.  

Board Only Information! 
Homeowners can only see their own account page. 

Menu Items: 

Dashboard= This is your main account page where you can pay your view the 

Bank Account Balance for your association, make a payment for your own dues, or 

simply just update your information.  

Units = on this page you can see the entire roster of the community. It will have 

owner’s names, addresses, and outstanding balances. 

Payments = This page will show you any and all payments made directly from the 

homeowner via ach debit, credit card, or auto pay along with any checks that we 

have received and posted to the owner’s accounts.  

Bill Pay = This is the vendor page that will show you the vendors for the 

association along with any payments that have been issued.  

Reports = On this page you can run your own reports like the Profit and Loss for 

your community or the Past Due Aging Report. All the information for your 

association is at your fingertips 24/7. 
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