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▪ Staff in the Ombudsman’s Office is prohibited from providing 
legal advice. All Materials produced and provided to the public 
are for informational purposes only and do not serve as legal 
advice.

▪ Should confusion arise requiring the interpretation and 
application of the law to your association's specific 
circumstances, a legal opinion from a qualified attorney may 
be necessary.

▪ Please review the course calendar, training request form, and 
presentations published on the training webpage to gain an 
understanding of additional opportunities for education and 
training. See our training webpage at 
http://red.nv.gov/Content/CIC/Program_Training/.

Office of the Ombudsman for CICCH
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Agenda

Office of the Ombudsman for CICCH

➢ Introduction

➢ Forms

➢ Executive Board Meetings

➢ Unit Owner Meetings

➢ Budgeting

➢ Other Notices
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Introduction

➢NRS 116 contains several provisions of law that specify timeframes for 
delivering forms to the Division and various notices to unit owners.

➢The provisions covered in this course are not all inclusive and it is highly 
recommended that participants review the complete language of the law 
for themselves whenever necessary.

Office of the Ombudsman for CICCH
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Initial Registration of New Association

Office of the Ombudsman for CICCH

Form 603

➢Used when a CIC registers with the Office of the 
Ombudsman for the first time

➢If that CIC organized no later than the date the 
first unit was conveyed. 

➢This registration is required pursuant to NRS 
116.3101 and NRS 116B.415 to comply with 
chapters 78, 81, 82, 86, 87, 88 and 88A of the 
Nevada Revised Statutes and 
➢must be completed before filing the articles of 

incorporation, certificates of registration or certificates 
of limited partnership, or any certificate of amendment 
thereof, with the Secretary of State.
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Initial Registration of New Association continued

Office of the Ombudsman for CICCH

Form 603

➢A unit-owners’ association must be organized no 
later than the date the first unit is conveyed 
(sold);

➢The association must be organized as a profit or 
nonprofit corporation, association, limited-liability 
company, trust, partnership or any other form of 
organization authorized by state law;

➢Contain in its name the words “common-interest 
community,” “community association,” “master 
association,” “homeowners’ association” or “unit-
owners’ association”; and

➢Register with the Secretary of State its articles, 
complying with the applicable provisions of state 
law.
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Annual Registration

Office of the Ombudsman for CICCH

Form 562

➢This registration form and the annual per unit fee 
of $4.25 MUST be received by the 
Ombudsman’s Office, no earlier than 45 days 
and no later than the last business day in the 
month the association incorporated with the 
Office of the Secretary of State.

➢If the association fails to pay the fee on time, the 
Division shall impose an administrative penalty 
totaling 10% of the fees owed or $500, 
whichever is less.

➢The amount of the unpaid fees bears interest 
equal to the prime rate at the largest bank in NV, 
as ascertained by the Commissioner of Financial 
Institutions from the date owed to the date the 
fees are paid in full. 

NRS 116.31155(4)

NRS 116.31155(4)
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Registration Filing Addendum

Office of the Ombudsman for CICCH

Form 623

➢The association shall submit the Registration 
Filing Addendum to the Division within 30 days of 
any change in the contact information of a 
member of the executive board or hired agents.

➢There are no fees associated with this form.

NAC 116.385
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Certification of Board Members

Office of the Ombudsman for CICCH

Form 602

➢Each member of the board shall, within 90 days 
after joining the board, certify via for 602, that 
they have read and understand the association’s 
governing documents and applicable laws.

➢This form is kept for 10 years as a record of the 
association.

➢Do not submit this form to the Division unless 
requested.

NRS 116.31175(7)
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Knowledge Check

1. Which form is used to register a CIC with the Ombudsman for the first 

time?

2. True/False: An association MUST be organized as a nonprofit 

corporation.

3. Which form is used for annual registration with the Ombudsman?

4. What form is used to update the Ombudsman regarding board member 

or hired agents contact information?

5. Which form do new board members complete within 90 days of 

assuming their seat on the board?

Office of the Ombudsman for CICCH
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Executive Board Meeting: Frequency

➢Meeting must be held at least once every quarter, not less than 100 days

➢Two of which, must be at a time other than normal business hours.

NRS 116.31083(1)

Office of the Ombudsman for CICCH
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Executive Board Meeting: Content

➢At each quarterly meeting, the board SHALL review the following minimal 
financial information:

➢A current year-to-date financial statement;

➢A current year-to-date schedule of revenues and expenses of all operating 
and reserve accounts, compared to the budget for those accounts;

➢A current reconciliation of the operating and reserve accounts;

➢The latest account statements issued by the financial institutions where the 
funds are maintained; and 

➢The current status of any civil action or claim submitted to arbitration or 
mediation in which the association is a party.

NRS 116.31083(7)

Office of the Ombudsman for CICCH
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Executive Board Meeting: Notice

➢Unless the bylaws require a longer period, not less than 10 days before 
the meeting the designated officer shall cause notice of the meeting to be 
given to unit owners. 

➢Must be sent:

➢US mail, postage paid; OR

➢Email.

➢Or, hand delivery, commercial delivery or other reasonable method.

NRS 116.31083(2)

Meeting

30 Days

Meeting
Notice

10 Days
Office of the Ombudsman for CICCH
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Executive Board Meeting: Notice continued

➢The notice MUST include:

➢The time and place of the meeting;

➢A copy of the agenda, OR state the date and location(s) where copies of the 
agenda may be conveniently obtained by the unit’s owner;

➢Notification of the right of a unit’s owner to have a copy of the audio 
recording, minutes, or a summary of the minutes provided to the unit’s owner 
upon request; and

➢Speak at the meeting (except during executive sessions)

NRS 116.31083(2)

Office of the Ombudsman for CICCH
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Executive Board Meeting: Capital Improvements

➢IF an assessment for a capital improvement project is to be considered or 
action is to be taken,

➢The association shall provide written notice to each unit owner, at least 21
calendar days before the meeting.

➢Notice must be sent by mail OR email to each owner’s designated address.

NRS 116.3115(9)

Office of the Ombudsman for CICCH
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Executive Board Meeting: Civil Actions

➢IF an association is considering commencement of a civil action the 
association shall provide written notice to each unit owner, at least 21
calendar days before the meeting.

➢Does not apply to civil actions to:

➢Enforce the payment of an assessment;

➢Enforce CC&Rs, bylaws or rules;

➢Enforce vendor contracts;

➢Initiate a counterclaim; or

➢Protect the health, safety and welfare of the CIC.

NRS 116.31088(1)

Office of the Ombudsman for CICCH
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➢An emergency is defined as any occurrence that:

1. Could not have been reasonably foreseen;

2. Affects the health, welfare, safety of residents;

3. Requires immediate attention of and possible action by the executive board; 
and

4. Makes it impracticable to comply with notice and agenda requirements.

➢Notice must be sent prepaid US mail. If this is not possible, notice must 
be:

➢Hand delivered or

➢Posted in a prominent place(s) within the CIC.

NRS 116.31083(13)

Office of the Ombudsman for CICCH
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Executive Board Meeting: Executive Sessions

➢An executive board may meet in executive session ONLY to:

1. Consult with the attorney for the association on matters relating to 
proposed or pending litigation (attorney-client privileged 
conversations);

2. Discuss the character, alleged misconduct, professional competence, 
or physical or mental health of a community manager or an employee 
of the association;

3. Discuss a violation of the governing documents, including failure to pay 
an assessment;

4. Discuss the alleged failure of a unit’s owner to adhere to a construction 
schedule.

Office of the Ombudsman for CICCH

NRS 116.31085
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Executive Board Meeting: Executive Session 
Notices

➢Except for violation hearings, notification is only provided to keep unit 
owners in the loop, unit owners are not entitled to attend meetings held in 
executive session.

NRS 116.31083(3)

Office of the Ombudsman for CICCH
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Executive Board Meeting: Executive Session 
Notices continued

➢If the executive session is limited exclusively to discussing a violation of 
the governing documents (holding a hearing):

➢The secretary or other officer specified in the bylaws is required to give 
notice of the meeting ONLY to a person who may be subject to a hearing 
scheduled for that meeting.

NRS 116.31083(3)

Office of the Ombudsman for CICCH
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Executive Board Meeting: Executive Session 
Notices continued

➢If the executive session is limited exclusively to consulting with the 
attorney on privileged matters :

➢The secretary or other officer specified in the bylaws is required to POST
notice of the executive session in one or more prominent places in the 
community AND provide electronic notice to all units’ owners who have 
provided the association with an email address.

NRS 116.31083(3)

Office of the Ombudsman for CICCH
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Knowledge Check

1. How frequently must the executive board meet?

2. Not less then ___ days before an executive board meeting, notice must 

be given to unit owners.

3. If an assessment for a capital improvement is to be considered, the 

association shall provide written notice to each owner at least ___ days 

before the meeting.

4. What 4 factors are required for a situation to be classified as an 

emergency which would warrant an emergency meeting?

5. If the executive session is held exclusively to hold a violation hearing, 

must the board provide notice to all unit owners?

Office of the Ombudsman for CICCH

22



Unit Owner Meeting: Notice

➢Between 15 and 60 days before the meeting, the specified officer shall 
cause notice to be delivered to each owners’ designated mail OR email 
address stating the time and place of the meeting. 

➢Notice includes:

➢A copy of the agenda (any amendments to CC&R, fees or assessments to be 
imposed or decreased, budgetary changes, proposal to remove a board 
member, etc.);

➢Notice of a unit owner’s right to have a copy of the minutes or a summary of 
the minutes provided upon request; and

➢Notice of a unit owner’s right to speak to the association or executive board.

NRS 116.3108(3)

Office of the Ombudsman for CICCH

Meeting

60 Days 15 Days

Meeting Notice
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Unit Owner Meeting: Budget Ratification (All)

➢Within 60 days after adoption of any proposed budget, the board shall:

➢Mail or email a summary of the proposed budget to each unit’s owner and

➢Not less than 14 days or more than 30 days after mailing, set a date for a 
meeting of the unit’s owners to consider ratification.

NRS 116.31151(3)

Office of the Ombudsman for CICCH
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Unit Owners’ Meeting: Budget Ratification (Annual)

➢Unless the declaration imposes more stringent standard, 30 to 60 days 
before the beginning of the fiscal year of the association:
➢The board shall prepare and distribute a copy of the daily operation budget, 

the reserve budget, fine schedule (NRS 116.31031(3) and collection policy 
(NRS 116.31151(4)).  
➢Sent to the owners’ designated mail OR email address.

➢Not less than 14 days or more than 30 days after mailing, shall set a date for 
a meeting of the unit’s owners to consider ratification.

NRS 116.31151(1)

Mailed 30 Days14 Days

Meeting

Mailed 30 Days14 Days

Meeting

Fiscal Year 
Begins

Day 030 Days60 Days
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Unit Owner Meeting: Elections (Nominations)

➢Not less than 30 days before the preparation of a ballot, the specified 
officer shall cause notice to be given to each unit owner via mail OR email:

➢Of their eligibility to serve as a member of the board;

➢That each qualified unit owner may have their name placed on the ballot;

➢If the duly elected process has been authorized and how it is implemented; 
and

➢The nomination and candidate disclosure forms.

NRS 116.31034

Office of the Ombudsman for CICCH
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Unit Owner Meeting: Elections (Ballots)

➢At least 15 days before the meeting where the ballots are to be opened 
and counted the association shall prepare and mail:

➢The ballots, 

➢Candidate disclosures, and

➢If requested in writing by the candidate, a candidate informational statement.

NRS 116.31034

Office of the Ombudsman for CICCH
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Election: Timeline
NRS 116.31034

➢At least 15 before the Ballots are opened, they are distributed.

➢Often sent with the Unit Owners Meeting notice

➢Not less than 30 days before ballots are prepared, nomination forms are 
sent to the owners designated mail OR email address.  

Office of the Ombudsman for CICCH
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Unit Owner Meeting: Removal Elections
NRS 116.31034

➢No later than 90 days after the petition is received by the board, a special 
meeting of the units owners must be held to open and count the ballots.

➢Between 15 and 60 days after a recall petition is received by the 
association, 
➢ballots for the removal MUST be mailed to each unit owner.

➢Unit owners must be provided at least 15 days to return the removal ballot. 
Special meeting may occur anytime after this 15 days.

Office of the Ombudsman for CICCH
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Knowledge Check

1. Notice of a meeting of the unit owners is sent between ___ and ___ days 

before the meeting.

2. Within ___ days after adopting any proposed budget, the board shall 

provide a summary of the proposed budget to each unit owner.

3. Not less than ___ days before the preparation of a ballot, nomination 

notices are sent.

4. Ballots are sent at least ___ days before the meeting where they are to 

be counted.

5. A recall meeting must be set no later than ___ days after a recall petition 

is received.

Office of the Ombudsman for CICCH
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Budgeting: Reserve Study

➢The board shall: 

➢cause a study of the reserves to be conducted at least once every 5 years.

➢review the results of the most recent study at least annually.

➢make any necessary adjustments to the funding plan to provide adequate 
funding of the reserve account.

➢No later than 210 days after the executive board receives a draft of the study, the 
board SHALL submit a summary to the Division, electronically if possible, via 
Form 609.

➢No later than 45 days after the board adopts the results of a study, a summary 
MUST be submitted to the Division.

Office of the Ombudsman for CICCH
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NAC 116.435
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Budgeting: Review & Audit

➢If the annual budget of the association is:

➢$45,000-$75,000: 

➢The board SHALL have the financial statement REVIEWED by an independent 
CPA during the year immediately before the year in which a study of the 
reserves is to be conducted.

➢$75,000-$150,000: 

➢The board SHALL have the financial statement REVIEWED by an independent 
CPA EVERY fiscal year.

➢$150,000 or more: 

➢The board SHALL have the financial statement of the association AUDITED by an 
independent CPA EVERY fiscal year.

NRS 116.31144(1)

Office of the Ombudsman for CICCH
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Notice: Changes to Governing Documents

➢Governing documents include:

➢The Declaration/CC&Rs;

➢The Articles of Incorporation, organization, etc;

➢The bylaws;

➢Rules & Regulations; and

➢Any other documents which dictate the operation of the CIC. (reserve study, 
fine schedule, collection policy, design guidelines, resolutions, etc.)

➢Within 30 days after a change is made to the governing documents:

➢The secretary or designated officer SHALL prepare and cause a copy of the 
change(s) to be delivered to the unit owners’ designated mail OR email 
address.

NRS 116.12065 & NRS 116.31068

Office of the Ombudsman for CICCH

NRS 116.049
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Notice: Unavailability of Insurance

If any legally required insurance is not reasonably available, the association 
SHALL, via mail OR email, cause notice of that fact to be promptly given to 
all units’ owners.

NRS 116.3113(3)

Office of the Ombudsman for CICCH
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Notice: Cancellation of Insurance

➢The insurer who issued the policy may not cancel or refuse to renew it until 
30 days AFTER notice of the proposed cancellation or nonrenewal has 
been MAILED to:

➢The association,

➢Each unit owner, and

➢Each holder of a security interest.

NRS 116.31133(3)

Office of the Ombudsman for CICCH
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Notice: Of a Violation

➢No fine may be imposed unless
➢not less than 30 days before the alleged violation, the violator had been 

provided written notice of the applicable provisions of the governing 
documents that describe the violation, and

➢within a reasonable time after the discovery of the alleged violation, the 
violator has been provided with;
➢Written notice

➢specifying in detail the alleged violation
➢ the amount of the fine, and
➢ the date, time and location for a hearing, and

➢a reasonable opportunity to cure the alleged violation or to contest the alleged 
violation at the hearing.

➢A unit’s owner is deemed to have received written notice when it is 
mailed to the address of the unit and to a mailing address specified by 
the unit’s owner, if different.

NRS 116.31031

Office of the Ombudsman for CICCH
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Notice: Of Towing

➢At least 48 hours before the association may direct the removal of an 
improperly parked vehicle on a private street:

➢The association must post written notice in a conspicuous place on the 
vehicle OR provide oral or written notice to the owner or operator of the 
vehicle, unless:

➢The vehicle is blocking a fire hydrant, fire lane or parking space designated for 
the handicapped; or

➢Poses an imminent threat of causing a substantial adverse effect on the health, 
safety, or welfare of the units’ owners or residents of the common-interest 
community.

NRS 116.31031

Office of the Ombudsman for CICCH
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Notice: Delinquent Assessment

➢Not earlier than 60 days after the obligation (NRS 116.310313(3)(b)) 
becomes past due:

➢The association must mail to the address on file for the unit’s owner or, if 
authorized by the parties, deliver by electronic transmission: 

➢a schedule of the fees that may be charged if the unit’s owner fails to pay the past 
due obligation; 

➢a proposed repayment plan; 

➢a notice of the right to contest the past due obligation at a hearing before the 
executive board; and

➢ the procedures for requesting such a hearing. 

NRS 116.31162(4)

Office of the Ombudsman for CICCH
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Notice: Interruption of Utilities

➢At least 10 days before the association interrupts any utility service, the 
association:

➢shall send a written notice of its intent to interrupt service. 

➢An association may not interrupt any utility service except for the 
nonpayment of utility charges when due. 

➢The interruption of any utility service must be performed in accordance 
with all laws, regulations and governing documents.

NRS 116.345

Office of the Ombudsman for CICCH
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Knowledge Check

1. Reserve studies must be conducted at least once every __ years.

2. Within ___ days after a change is made to the governing documents, a 

copy of the change(s) shall be delivered to owners.

3. True/False: A unit owner is deemed to have received written notice (of a 

violation) when it is mailed or emailed to the unit owner.

4. Can an association interrupt utility services to a unit as penalty for a 

violation of the governing documents?

5. The association shall send a written notice of its intent to interrupt utility 

services at least ___ days before they are shut off for nonpayment.

Office of the Ombudsman for CICCH
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Conclusion!

Office of the Ombudsman for CICCH
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➢ Other Notices
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Questions?

• http://red.nv.gov/ - Main Page

• CICOmbudsman@red.nv.gov – Email Questions

• http://red.nv.gov/Content/CIC/Program_Training/

Office of the Ombudsman for CICCH
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