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Failing to understand the roles of 
Manager, Board Member, Officers, 
and Committee Members



Failing to 
understand the 
hierarchy of 
governing 
documents





Using work emails to communicate among 
the Board, with the Attorney, and with 

Members



Recording (audio/video) 
meetings without policy in place 
regarding retention/destruction



Taking action by email without 
unanimous consent



Minutes include "manuscript" information rather than record of action that was taken



Sample
Minutes



Failing to include start and finish 
times on meeting agendas



Having members approve annual 
meeting minutes



Letting members attend 
portions of board meetings 
where (a) legal action, (b) 
contract negotiations, (c) 
personnel matters, and (d) 
fines/suspensions/debt 
collection are discussed



Failing to 
understand 
insurance coverages
• General Liability Insurance
• Property Insurance
• Crime and Fidelity Insurance
• Workers' Compensation 

Insurance
• Director and Officer Liability 

Insurance
• Umbrella 



Failing to notify 
insurance carrier 
in a timely manner 
when legal action 
is threatened 
against the Board 
and/or Association



Sharing the 
names and 
contact 
information of 
delinquent 
owners outside of 
the Board



Fining for violations that are NOT violations



Not having attorneys review 
contracts before they are executed



Failing to keep track of vendor contracts 
and automatic renewal provisions



Not considering 
reserves and/or 
reserve studies – 
especially in the 
context of 
condos and 
townhomes



Inadequate record keeping – Poor 
documentation of meetings, decisions, 

and financial transactions



Sharing attorney 
correspondence 
with membership



Questions?
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