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BOARD MEETING PROTOCOL 
 

 
Approved by the Board of Directors:  Apr 21, 2004; Aug 17, 2016; Nov 14, 2018 
 
Authority:  RCW 64.38.035 
 
The following guidelines apply to meetings of the board of directors in order to conduct these meetings 
in an orderly and efficient manner, and to be in compliance with state laws. 
 
Monthly Board of Directors Meetings 
The board of directors shall conduct monthly meetings in order to conduct the business of the 
association.   

• Notice of board meetings to the membership is not required.  However, as a courtesy, the monthly 
board meeting schedule is generally posted on the association’s website.  An email notice including 
the agenda is generally sent via email to the membership prior to the meeting.   

• Four directors shall constitute a quorum for the transaction of business. 

• Monthly meetings shall be recorded via audio recording device by the association’s secretary for 
purposes of assisting in the compilation of meeting minutes.  Anyone objecting to such recording 
shall be excused from the meeting. 

• Audio and/or video recording of meetings is not allowed by members or other guests (reference 
RCW 9.73.030).  

• Members and/or other guests who wish to attend board meetings are welcome to do so, and shall 
be requested to sign in at the meeting.  

• Members and/or other guests wishing to address the board during the meeting should submit a 
request to the president or secretary in advance of the meeting to be included on the agenda.  The 
request should indicate the topic for discussion.  
o If a member and/or guest did not submit the agenda request in advance of the meeting, the 

board shall consider hearing the topic if time permits and/or if the topic is appropriate for the 
meeting. 

o If applicable, members or guests shall generally be allowed to discuss their topics prior to the 
directors’ reports. 

o The board may specify a time limit for the member’s or guest’s discussion. 

• Meeting minutes shall be documented and shall be made available on the association’s website for 
all members to review. 

 
Unscheduled Business Meetings 
Unscheduled business meetings of the board of directors may be convened by the president or a 
majority of the directors at any time it is deemed necessary or desirable without notification to the 
membership. 
 
Closed Executive Meetings  
The board may convene in closed executive session to discuss confidential matters such as personnel, 
legal issues, governing document violations, contract negotiations, etc.  The protocol to conduct such a 
session includes: 

• During the regular board meeting, a Board member shall make a motion stating the purpose of the 
needed closed session. 

• Any motion discussed during closed session must be voted on by the board following the closed 
session by reconvening in an open meeting. 


