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Dear Clients and Friends,
Happy Holidays!
On behalf of everyone at Mulcahy Law Firm, P.C., we wish you a very happy holiday
season! We appreciate the opportunity to work and know each and every one of you and
wish you all the best during the holidays and in 2016.
We are excited to announce our Brunch with Mulcahy Seminar on February 8, 2016 at
9:30 a.m. (with check-in at 9:00 a.m.) at the Phoenix Airport Marriott Hotel, 1101 N. 44th
Street, Phoenix, 85005.

Beth
Mulcahy,
Esq.

Our Brunch with Mulcahy Seminar will address the most important things that board members and
managers need to know about community association law (the Arizona open meeting law, how to handle
records requests from owners, secrets to collecting assessments and how to effectively handle
rentals/tenants in a community association). There will be door prizes, a continental breakfast and a full
set of 33 of our law firm's famous cheat sheets for each participant. Space is limited, so please sign-up
soon before it is sold-out! To register, please click here. We look forward to seeing you there!
We are in the planning stages for 15 community association classes this Spring around the valley. We
will be announcing these classes soon on our website (www.mulcahylaw.net) and again in our January,
2016 Mulcahy Memo.
Board members and managers, don't forget to call-in on December 4, 2015 for our popular "Mulcahy
First Fridays" to have one question answered for FREE by a Mulcahy attorney.
Also, we offer additional tips and HOA information on our Facebook page. Follow us on Facebook!
On behalf of the Mulcahy Law Firm, P.C. team, thank you for your support and have a wonderful
holiday season!
Sincerely,
Beth Mulcahy, Esq.
Beth Mulcahy, Founder and Senior Partner
Mulcahy Law Firm, P.C.

14 Tips to Help Your Association Have a Successful Annual Meeting
By Beth Mulcahy, Esq.
At this time of year, questions regarding annual meetings fill our "First Friday" phone lines. An annual
meeting requires planning and execution to make it successful. Set forth below are some tips to help your
association conduct a "flawless" annual meeting.
1. Check the governing documents for any special annual meeting and voting requirements (such as secret
ballot) and plan accordingly.
2. Set up an efficient registration system prior to the members arrival. Set up an appropriate number of
registration tables and make signs that assign a portion of the alphabet to each table (for example, A-H, IO, P-Z). A registrar should be assigned to each table and the member rosters should be divided according
to the tables so that the registrars will only work with those names that are in their section of the alphabet.
3. Have an accurate roster of owners. Under Arizona law, an association has a duty to keep an accurate
roster of owners and their current addresses. This membership list should be updated and complete for the
annual meeting.
4. Bring a laptop with internet access to provide the most up-to-date ownership information when members
are registering and questions arise.
5. Publicize and conduct sign-in and a "social time" 30 to 60 minutes prior to the start of the meeting and
request that owners come early to sign in.
6. Have a greeter at the door to welcome and direct members.
7. Have association governing documents available (so that questions can be accurately answered).
8. Appoint a troubleshooter. There will always be unexpected events during registration at an annual
meeting. Therefore, a troubleshooter (with no other responsibilities) should be designated by the board to
handle anything out of the ordinary (such as questions about ownership, right to vote and delinquent
owners).
9. Provide ample sign-in materials. Determine what registration materials are needed (roster, sign-in sheets,
handouts, pens, pencils and ballots), how many copies are required and prepare them in advance.
10. Have a plan to distribute materials in an orderly fashion. Assign a person to distribute materials at checkin. If you have several things to hand out, creating a packet of materials that can easily be handed to people
as they check in assures that each person gets all of the necessary materials.
11. The board should appoint several independent "inspectors of election" to oversee the voting and
elections. Their duties are to tabulate and record the votes on the formal tally sheets created for the
expressed purpose of capturing the votes. At least one of the inspectors should be from the opposing side
if there are factions at the annual meeting. However, no one should be an inspector who may have an interest
in the election results (such as candidates, candidate's spouses, current officers, directors or the management
company). Count ballots with one group of inspectors and re-count, if necessary, with a different group. If
the association's attorney is present, the attorney also helps oversee this process.
12. The association must first obtain a quorum (a minimum number of owners present in person or by mailin/absentee ballot) to lawfully conduct business at an annual meeting. The number of members needed to

constitute a quorum is almost always indicated in the association bylaws. Arizona law provides a default
quorum of ten percent if the association's documents are silent regarding a quorum.
13. Look at your governing documents prior to the annual meeting for guidance regarding whether
nominations from the floor are allowed at an annual meeting.
14. The president should: 1. Start the annual meeting promptly at the designated time; 2. Conduct the
meeting by following the agenda; 3. Act in a business-like manner; 4. Use parliamentary procedure to
ensure that the meeting moves along quickly; 5. Consider a homeowner's forum at the end of the meeting
or when the ballots are being counted by the inspectors of election. This allows time for homeowners to
comment on aspects of association life. Limit homeowner comment time to 1-3 minutes per owner
depending on the number in attendance. You can ask those wanting to speak to sign in to determine how
much time will be needed for the forum.
You can learn more about annual meetings by visiting our website and downloading our Mulcahy Cheat
Sheet, How to Conduct a Successful Annual Meeting (here).

If you have questions and need answers on this topic,
please call our office at 602.241.1093.

