
EXECUTIVE SESSION QUICK GUIDE: 

 
If your Association is an HOA is governed under the HOA Act or created after July 1, 2018 and governed 

under WUCIOA, you are required to have open board meetings. Condominiums created prior to 7/1/18 

are not required to have open board meetings, but it remains a good practice for transparency with 

owners.  

There are 5 circumstances under which you may convene a board meeting into an executive session and 

10 steps for doing so. They are as follows:  

 

5 REASONS YOU MAY CONVENE TO EXECUTIVE SESSION: 

1) Personnel Matters 

2) Legal Matters: Speak with your attorney or discuss matters of attorney/client privilege  

3) Discussion of Pending Litigation 

4) Homeowner Indebtedness to Association or Aging Accounts 

5) Possible Violations of the Governing Documents 

 

10 STEPS FOR CONVENING TO EXECUTIVE SESSION: 

1) A motion must be made, seconded and approved by a majority of the board to go into a closed 

session 

2) State the purpose of the motion to convene and ensure that it aligns with one of the 5 reasons 

above for convening an executive session.  

3) The motion to adjourn to executive session and the specific purpose/reason for the session 

should be clearly stated in the board minutes.  

4) Excuse any non-board homeowners from the executive session. Either the board must leave the 

room, or you must ask the observers to step away during the session.  They can “stick around” 

outside the room and re-join the board when the board meeting is resumed.   

5) Limit discussion in the closed session to the stated purpose/reason.  Don’t allow conversation to 

wander off topic.   

6) Discuss the topic(s) for executive session thoroughly and ensure all board questions have been 

addressed. Ensure all members are prepared to vote.   Once you have finished the discussion, 

you may take a tentative vote in the executive session, but you must also vote AGAIN in the 

open board meeting.   

7) Motion to adjourn executive session and reconvene regular board meeting. 

8) Recall any non-board homeowners to the meeting,  or if the board actually left the room, rejoin 

the homeowners 

9) If there is a decision that must be formally voted upon resulting from the executive session 

discussion, you MUST VOTE AGAIN IN THE OPEN MEETING.   

10) Capture the motion and the outcome of the vote in the meeting minutes.  

None of the discussion that took place in the closed session should find its way into the regular board 

meeting minutes. ONLY the motions to adjourn to the closed session and the motion to vote/make 

decision on the closed session discussion should be documented in the board minutes.   


