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NUTS AND BOLTS OF TAKING MINUTES 
By:  David Buetow of Fuchs & Roselli 

Meeting Minutes  
Proper meeting minutes are an essential ingredient of a well-run 
Association.   
First, they help preserve the corporate formality of the Associa-
tion.  Second, they can be reviewed once requested by a given  
owner (the types of records produced and nature of that request 
being beyond the scope of this article) and third, they reflect the 
fundamental operation of the Association by virtue of motion    
passage and serve as the record for the same.  In no other way can 
a record of the operation of the entity itself be established.  
Meeting minutes are not the place for a novella on the meeting  
operation, drama or tone. They are a mechanical description of 
what occurred.  They should be short and sweet, and not the place 
for descriptive prose.  Moreover, they should be kept in centralized 
repository like a binder or corporate meeting minute book in 
chronological order with the meeting agenda attached.  This      
creates a chronological, clean and “easy on the eyes” reference.  
What, then, must be included in the minutes?  
Meeting Opening and Start Time, and Quorums 

Each set of meeting minutes should record the meeting start time, 
the presence of a quorum, and a notation as to who is present (i.e., 
Board members, community managers, vendors, Association      
counsel).  Most often, a meeting will open with the reading and 
adoption of the minutes from the prior meeting; this is a giant    
incentive to keep those minutes short and to the point such that the 
audience and participants are not asleep before the first agenda 
items of the meeting are even addressed. Once those meeting    
minutes are read, a motion to approve those minutes should be   
offered, then seconded, and then voted upon. Its passage should be 
one of the first entries in the current meeting minutes.  
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TIP OF THE MONTH 
Fiscal Cliff Extends Energy Efficiency Tax Credits 

 
 Passed at the beginning of the New Year to avoid tax increases for most Americans, as well as 
significant, across-the-board spending cuts, the American Taxpayer Relief Act of 2012 is bringing 
back energy efficient tax credits for windows, doors and skylights. 

 Specifically, the bill reinstates the 25c tax credits that expired at the end of 2011 and extends 
them through the end of 2013.  The 25C homeowner tax credits have been reinstated at the 2011    
levels of up to 10 percent of the cost of building envelope improvements with a maximum deduction of 
$500.  

 The credits, in place retroactively for 2012 and in effect through the end of 2013, also include a 
maximum credit of $200 for windows. Those maximums are well below those in place for 2009 and 
2010.  Under the 2009 stimulus bill, homeowners could receive a tax credit of up to $1,500 for those 
two years.  

 Although information about the reinstatement of the tax credits is not yet posted (as of press 
time) on the Energy Star website, the recent changes are reflected in the 2012 Residential Energy 
Credits Form 5695 from the Internal Revenue Service.   

Kathy Manz 
Condo CPA ^ 188  Industrial Dr, Elmhurst 60126 ^ 630-832-2222 ^ brad@condocpa.com ^ www.condocpa.com 

 

CLARIFICATION 
After ACTHA went to press with its February newsletter with the lead article “Energy Efficiency                  
Requirements for Furnaces,” an update was released.  John Hershey of J. Hershey Architecture and author 
of the article provided this clarification: 

 

The original law impacts the installation of all new gas furnaces effective May 1, 2013 in the entire 
country.  In the northern region, gas furnaces will need to be at least 90% energy efficient.  ACCA 
published an article in June 2012 regarding this new law.  To meet this criteria, gas furnaces would 
need to be condensing furnaces, which has caused havoc in the multiple-dwelling industry because 
furnace rooms were not designed for condensate lines and new drain lines would need to be installed 
inside all units in a tier if even one owner would need to have a new furnace installed.  Condensing 
furnaces in non-weatherized furnace rooms are especially problematic because lines would freeze and 
crack since the drain line would be outside, causing water backups and possible flooding. 

There has been a tentative settlement regarding at least non-weatherized furnaces, but there have 
been no rulings as yet until this matter is up in court, which will be in a few weeks.  Currently a      
furnace located in a unit would still have to comply with the 90% efficiency furnace.  

There are also other joint motions which have been submitted, but no rulings have been made until 
they are also argued in court.  We are monitoring this situation closely and will update you on any   
further developments. 

MAKE SURE ACTHA HAS ENOUGH BREAKFAST!!! 
Even if you are planning on attending only the FREE Trade Show, Ask the Expert booths and maybe 
even win $100 (three cash drawings!), we ask that you pre-register by 5 p.m. on Wed., March 13.  If 

you don’t register and you don’t get a FREE breakfast, don’t blame ACTHA! 
SEE PAGE 7 
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Meeting Parrots Agenda 
A meeting, regardless of whether of owners or of the 
Board, should parrot the agenda for the meeting as this will 
create a unified set of records for easy reference.  Most  
importantly, however, a streamlined agenda that is synony-
mous with the minutes shows a well-run Association that is 
much easier to defend if need be.  Therefore, try to remain 
on point and address the items on the agenda in order in the 
minutes themselves.  

Operation 
The meeting minutes will most often be a method to show 
how the Board acted upon a certain topic, and, therefore, 
the minutes should reflect crystal clear motions to do a  
certain item, a second of that motion, a vote, and the out-
come of that vote.  After that, the minutes should reflect the 
motion passage or denial and the vote count.  Do not       
include floor debate in the minutes; the minutes are there to 
tell the mechanical story of the Board and Association, not 
a summary that would rival a short story. However, do note 
if a Board member leaves or arrives late, as the presence or 
absence of the same can have implications in Board opera-
tion. Moreover, do not entertain another motion while one 
is on the floor or has yet to be reflected in the minutes.  Be 
deliberate, do one thing at a time and consider your writing 
an extemporaneous outline that someone can read and un-
derstand later – and who can do so quickly.  

What to Omit 
We have already discussed resisting the temptation to    
editorialize the minutes.  However, there are other items 
that should be omitted as a rule, among which are private 
or executive session discussions with   counsel and certain 
types of records and information considered confidential by 

the Illinois Condominium Property Act and the Common 
Interest Community Association Act.  It is imperative to 
omit a private or executive session discussion with counsel, 
as that could be used offensively by an adverse party later 
on to fuel an argument that the Board waived attorney-
client privilege on a given issue.  

Executive Session  
When Boards meet amongst themselves in “Closed” or 
“Executive” session it is not appropriate to pass motions,.  
Matters that are later passed upon in open Board meetings 
may be discussed.  For this reason, best practice would  
include an antiseptic description of what was discussed in 
Executive Session (for example, one that does not discuss 
privileged matters or confidential information) and a bland 
motion referring to whatever was discussed reflected as 
passed in an open Board meeting minute passage. In this 
way, privileged or confidential information can remain   
sacrosanct but the Board can still operate as a going       
concern in the manner anticipated by law.  

Conclusion 
Best practice is to keep meeting minutes short and devoted 
to the nuts and bolts of the Association’s operation.        
Remember that someone may need to read, understand and 
pull information on what occurred  during that meeting 
later on to either sustain or challenge the activity set forth 
therein.  Moreover, meeting minutes are a key ingredient of 
corporate formality.  As always, if you have questions or 
want a checkup on your meeting minute practices, consult 
your Association counsel, or dive into an ACTHA seminar 
or webinar that can more fully explain the key ingredients 
of quality meeting minutes. 

440 W. Randolph, Ste. 500 ^ Chicago 60606                                        
312-651-2400 ^ dbuetow@ffrltd.com ^ www.frltd.com 
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The first example here may be a problem.  The payment of compensation to collect and record            
assessments probably makes the person a “Community Association Manager” as defined in the     
Community Association Licensing Act, which applies to associations having more than 10 units.  If a       
director or officer is being paid to perform manager functions, which may include simply collecting 
funds, they must be licensed as a community association manager pursuant to the law.  Performing 
services without a license is a violation of the law, which may subject the person to penalties.  The   
directors and officers of the association who are not paid any compensation are not required to be    
licensed. 
 
Also, any time a director, officer, owner or other person provides a service, particularly for compensa-
tion, liability and insurance questions arise in the event the person is injured, or the person causes 
injury to others or other damage, while performing the task.  The Association should have liability and 
workers compensation insurance,  but this should be discussed with your insurance professional. 
 



 

BATH FITTER, THE 
Laurie Wiley 
1150 N. Main St., Lombard, 
60148 
T: 630-424-1340             
F: 630-424-1220 
Email: lwiley@bathfitter.com 
Web: www.bathfitter.com 
 

FIRST ASSOCIATIONS BANK    
Alan Seilhammer, SVP         
12001 N. Central Expressway, 
#1165, Dallas, TX 75243 

T: 877-593-8406 x1          
F: 877-389-4661          
Email: aseilhammer@fabank.com 
Web: www.fabank.com  

 

GIRARD LAW GROUP, THE P.C. 
Andrew Girard             
4311 N. Ravenswood, #202,  
Chicago, 60613 

T: 773-598-2040             
F: 773-598-2040          
Email: agirard@girardlawgroup.com       
Web:  www.girardlawgroup.com 

 

 

KNUTTE & ASSOCIATES, P.C. 
(Accounting) 
Kathy Hays 
7900 S. Cass Ave., Darien, 
60561 
T: 630-960-3317            
F: 630-960-9960 
Email: kathyh@knutte.com 
Web: www.knutte.com 
 
†OAK PARK MEDIATION      
(Attorney support services)      
John Cabral                 
110 S. East Avenue, #2S, Oak 
Park, IL 60302              
T: 708-524-1230 

Email: cabral@oakparkmediation.com 
Web: www.condoconflict.com 

 

SAISI, JOHN L./FARMERS          
INSURANCE 
John Saisi  
520 W. Northwest Highway,  
Arlington Heights, 60004  
T: 847-398-7608            
F: 847-398-3928           
Email: saisiins@aol.com  
Web: www.farmersagent.com/jsaisi  
 

SCG MAINTENANCE, INC.  
(Concrete Resurfacing)        
Sergio Chavez               
491 S, Irmen Dr., Addison, 60101  
T: 630-330-6598             
F: 630-790-1614            
Email: sergio@scgmaintenance.com  
Web: www.scgmaintenance.com  
 

VINTECH                            
(Safety and Security)           
Mun Wong                   
1836 W. Belmont Ave, Chicago, 
60657                     
T: 773-388-1208            
F: 773-880-6698             
Email: mun@vintechnology.com 
Web: www.vintechnology.com 

 

ZENITH LANDSCAPE GROUP, LLC 
Wesley Peete            
38579 N. Arbor Ct., Wadsworth, 
60083                     
T: 847-360-1010            
F: 847-360-1011            
Email: 
wpeete@zenithlandscapegroup.com 
Web:  
www.zenithlandscapegroup.com 
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ACTHA’s Spring Conference Program 
 

A DAY OF EDUCATION 
DESIGNED FOR  
TODAY’S ISSUES 

For more detailed information as well as who will be exhibiting, visit 
ACTHA’s website: www.actha.org and click on “Spring Conference & Trade Show” 

This year’s educational seminars have been chosen for their importance, timeliness and necessity.  
The programs are specifically designed for board members, owners and managers although others 
in the industry can benefit as well.  What is being offered? 
 
 FRAUD—It is not only policies and procedures Boards put in place for handling receivables and 

payments, but also the protections necessary as we progressively move to being more online with a     
number of activities  - including money. 

 LEASING— Distress for Associations continues as units/homes are foreclosed on and remain      
vacant.  Owners seek to rent and associations consider policies related to same as well as the pro’s and 
con’s of becoming landlords. 

 FORECLOSURES, SHORT SALES, BANKRUPTCIES—Every action cited has   
repercussions for the individual owner as well as for the association.  Associations do have some          
protections under the law but knowing the process, procedures and the timeline is a necessity for anyone 
involved in community association living. 

 INSURANCE—Without a doubt, knowing the basics of coverage for the association, board and 
owners is one of the most important issues someone in a community association should be knowledgeable 
about. 

 BUDGETING—Never has financial planning for associations been more important.  Costs go up, 
owners’ homes are lost to foreclosure, they object to assessment increases, disagreement ensues regard-
ing on-going daily maintenance or the need for capital projects.  Knowing how to keep revenue stable 
while dealing  with escalating expenses is a necessity for all associations. 

 COMMUNITY—Does your association have owners who bought because they liked the granite 
countertops in the kitchen?  How do you build the community that has residents involved and committed 
not only to their home but to the community as a whole?  This two-part session looks at maintaining the 
property for those looking in from the outside as well for those on the inside.  It then takes you to the 
next step—creating an environment where most everyone wants to live in this community 

 RAPID FIRE—ACTHA has asked this panel of experts to share their inner most secrets and tips 
for their particular discipline.  The tips are guaranteed to help you.   

 ARE YOU NEW—Whether new to community association living or new to the Board, this session 
will provide the essentials you need to know.  Believe us, this session will make your life easier if you  
understand the responsibilities of being a board member/owner or being an owner/resident 

 

ASK AN ATTORNEY and ASK THE EXPERT BOOTHS 
ACTHA will conclude the day with its most popular offering—Ask an Attorney! The opportunity to ask your      

question and hear what other associations are dealing with!  Take advantage of our free morning Ask the Expert 
booths—a one-on-one opportunity to explore an issue your association is coping with 



Registration Form 
YES!! I want to register for the Conference and Trade Show on Saturday, March 16, 2013 at the Drury Lane in Oakbrook      

Terrace.  Registration fee includes: seminars, continental breakfast, lunch, Trade Show, and materials. 

There is no charge to attend the Trade Show. The fee to attend any of the educational programs is: ACTHA Member Rate: $45 or $40 if sending        
3 or more from the same association; Non-Member rate: $120 per person 

_____    Attending the Trade Show only   _____ Attending the Trade Show, Educational Seminars & Lunch 

_____ Amount Enclosed; Make check payable to “ACTHA” and remit to 11 E. Adams, Ste. 1107, Chicago, IL 60603 or register online at 
 www.actha.org:  2013 Spring Conference 

 

Name of Association:___________________________________________________________________________________ 

 

# of units:____  Name of Community Manager (if applicable):____________________________________________________ 

 

PLEASE PRINT:  Name    Address:     Email:   

____________________________________________________________________________________________________ 

____________________________________________________________________________________________________ 

____________________________________________________________________________________________________ 

____________________________________________________________________________________________________ 

NOTE: Confirmations are not sent except upon request.  No refunds are given after March 10 and there will be an additional charge  of $20 per person for 
anyone registering after April 17 or at the door.  All cancellations are subject to a 25% handling fee.                                                           

S & D Roofing 
Use ad from last issue 



   

 

 

 

Question of the Month 
By: Steve Silberman of Frost, Ruttenberg and Rothblatt, P.C. 

111 S. P�ngsten Rd., Suite 300, Deer�eld, IL 60015 ^ 847-236-1111 

ssilberman@frronline.com ^ www.frronline.com  

Q.  I recently got elected to the board of our association.  I was reviewing our financial statements       
and noticed that our financials are prepared on the cash basis method of accounting.  What are the             
differences between the cash basis method and the accrual basis method and which method of         
accounting should our association be using? 

A.  The cash basis method of accounting is a very easy method to understand, which is why many associations use 
this method.  Income is recorded when cash is received and expenses are recorded when they are paid, therefore, it is 
easy to tie out your cash balance each month.  You add income (cash received) to your beginning cash balance and    
subtract out expenses (cash paid out) to arrive at your month end cash balance. 

 The accrual basis method of accounting records income (assessments) when billed or earned and expenses when       
incurred.  It is very difficult to reconcile beginning and ending cash balances each month on the accrual basis, but it is the 
best method to determine your association’s true financial position.  Your balance sheet will show accounts receivable, 
since you record income when billed, not when received, so all income may not have been collected.  If you are on the 
cash basis you will not know if everyone has paid their assessments.  Your balance sheet will also show accounts        
payable, since not all expenses incurred are always paid each month.  If you have a big project that was completed but not 
paid by the end of the month, you will not know if the project was finished and how much is owed at the end of the month.  
It is even more important at year end, since you may have budgeted the project for the current year, but if the project is 
completed and not paid until the next year, you will not show that project until the next year on the cash basis and      
therefore not match your current year budget.                                                                                      Continued on page 4 

Question of the Month 
By: Jim Slowikowski of Dickler Kahn Slowikowski & Zavell, Ltd. 

85 W. Algonquin, Arlington Hgts. 60005 ^ 847-593-5595  
jim@dicklerlaw.com ^ www.dicklerlaw.com 

Q.  We are a small self-managed condo association.  We pay our president a monthly 
stipend to handle day-to-day responsibilities for the association such as collecting and 

recording assessments.  We also pay another board member a stipend to handle light    
janitorial services.  We have been advised that this is inadvisable.  Could you comment on this, keeping 
in mind we have only 12 units and limited financial resources. 

A.  The question posed asks about compensation for services provided that are beyond the scope of a 
director’s regular responsibilities (and not for service as a director).  A director may be paid for such    
additional services.  For example, a licensed and insured plumber may provide plumbing services and be 
paid. NOTE, however, that both the Condominium Property Act, and the Common Interest Community 
Association Act, provide that the board may not enter into a contract with a board member, or the   
member’s immediate family, or their company (if they have at least 25% interest) unless notice of the 
intent to enter into the contract is given to the unit owners within 20 days after the board decision is 
made to enter into the contract.  The owners then have 20 days to file a petition signed by 20% of the 
owners to call a meeting to vote to approve or disapprove the contract.  So, to enter into an agreement 
with a director to pay for light janitorial services or any services,  the procedure must be followed.  There 
should be transparency, as owners may be suspicious as to whether the compensation is appropriate.   In 
the interest of transparency, in addition to the notice, some boards  may find it prudent to call a special 
meeting to discuss the board’s intentions. 

Continued on page 4 
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