


Committees” Handbook

You are an author of this handbook

This is a living document. So that we can build upon what we’ve learned rather than keep
reinventing the wheel, as a committee or Board member you are encouraged to suggest
changes and additions to the Board as you learn new lessons. Periodically, the Secretary
or other designated editor should incorporate changes into an updated version of this
document. Text for this handbook is in a computer file so it is easily changed.

Conflicts in authority
The contents of this document are subordinate to the DCC&R’s (Declaration of
Covenants, Conditions & Restrictions), Bylaws and other governing
YOUR ASSOCIATION HERE! Homeowners Association and codg€anc®ordinances of
the City of Charlotte and laws of the state of North Carolina. A i i
between this document and those authorities defer to the lattere

Do not distribute outside of YOUR ASSOCIATION HERE!
Because these documents may include copyrighted,
distribute any of this material to other associations,’pr panies or

any other organizations or individuals for use Qs TION HERE!
Homeowners Association.

Important notice of reliance
This handbook and these materials ar
current and former Board and commit
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Committees are important

YOUR ASSOCIATION HERE! runs on volunteer power. We rely upon it. It is our
lifeblood.

Committees allow us to benefit from the contributions of volunteers without their having
to be on the Board. Committees also are a good grounding place for future Board
members.

Recording a volunteer as a committee member gives that volunteer ofjgajal standing with
the association to receive the support, authority, protection, fundingf@nd other resources
that the Board chooses or as our governing documents provide.
For a homeowners association, a committee may include almoSt
volunteers—from a single individual appointed to accomplish a tas
working on a complex project or a standing committee
Committees may be standing or ad-hoc. A standing
committee is temporary, usually appointed to accompli
certain period.

Keeping volunte

A person may join a commi r any of a number of reasons:
because he or she was per, i ommittee, or to fulfill a sense of
duty, to correct an adverse condy mafe about the management of our
business, to satisfy cur|05|ty tog from exercising a newly-learned skill, for
satisfaction i in accONns i for the neighborhood or for social reasons.

ei contrlbutlons and make them feel valued.

e De sensitive tgheir burden and longevity of service.

ith energy, encouragement and enthusiasm.

We’re not recruiing squads of selfless workers. We are really creating and nurturing
relationships. If the nurturing ends, or if it never existed, the relationships will soon end
as well. We, the Board members and committee chairpersons are responsible for keeping
those relationships healthy:

Provide guidance

No matter how good the intentions, appointing a committee to solve a complex
problem or accomplish an important task without a written charter may well result
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in confused, disorganized, floundering and frustrated volunteers, slow progress
and an unsatisfactory result.

Except, perhaps, for very short-lived, ad-hoc committees to accomplish very
simple tasks, it is very important that any significant committee we appoint have a
written charter that clearly establishes its authority and mission. When appointing
such a committee, if a charter does not already exist, then the President or
someone appointed by the President should draft a charter for Board approval. It
needn’t be very long—a few sentences may be adequate for a simple committee.
Included in this Handbook (see below) are descriptions and charters for
committees—not only for committees now active, but also for gommittees we
may appoint in the future.

Establish Board/Committee Liaisons

The President, or we as a Board, should appoint a Board me
committee as the principal means of contact wi

liaison fg@each

deserving acknowledgment in
Meeting.

Energize
The President, we as e committee liaison should attempt to
make a volunteer’s experi mmittee positive and rewarding. Beyond
further this by promoting a pleasant atmosphere
occasionally for extracurricular activities, like
grease off of the financials).

ith a winning team. Empowering volunteers,

Realistic8lly, there will always be some dropout from committees. Therefore, to
maintain our collective health we must keep new blood flowing. And it’s only fair
that our members take turns participating. Although our drives for Board and
committee members may be seasonal, always keep your eyes open for that sharp,
levelheaded, and clear thinker and for that homeowner with special talents and
background we can apply to our business. Also, watch for that high-energy
sparkler with infectious enthusiasm and talent to inspire and motivate others.
Keep a list and when it comes time to appoint new committee members or assist
our nominating committee, use that list.

Revised October 18, 2004 7
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Getting volunteers

We have some very creative members who should be able to come up with creative
schemes to bring in new volunteers. Who do we know who can spark enthusiasm and
coordinate resources to make it happen? Let’s ask that person or those people to help us.

Bring the meetings to the members

If we have problems getting members to come to meetings,
meetings to the members. We can hold each regular Boar

bring the
ittee meeting

created our schedule for the next t
Bringing meetings to the memb

never come to a meeting to th educate thefn about how we operate,
introduce them to their neighb OW@Cipating in our operation and make
meetings more interesting. We em as possible contributors

and they would see figst hand thalgpa ingXan be interesting and even fun. It
chairs—some of us can sit on the

for committees and projects it may be necessary
paign. A well-publicized campaign should have two

unteers for our committees.

h6useholds that don’t volunteer it should have an educational

to remind and put non-participating homeowners on notice that

#0 a home in YOUR ASSOCIATION HERE! obligates each of us to

re responsibilities for helping in our management through contributions
of time. This may be a revelation for some—that volunteering really is an
obligation and is expected of all households. It also may help to put Board
members in a new light—that we are volunteers, homeowners like them,
who have answered the call and are taking our turns.

Two committees can be particularly helpful to us in this: the Newsletter and

Social committees.

The Social committee can set up a social event, like a “Find out what’s cookin’”

event where we cook hot dogs, distribute inexpensive, fun door prizes, then have

each committee chairperson give a brief, positive, engaging orientation to
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attendees about what the committee does, the value its members contribute and
what committee members get out of it. As the orientation begins, forms can be
distributed allowing each person to indicate his or her interests, talents and what
he or she would be willing to do on committees or on the Board or in other ways.
The newsletter committee can publicize the event, promoting it for its fun and
informational aspects. (If it is promoted as a volunteer solicitation, not many will
come.)

After the event, we can send the same form to those homeowners who did not
come, requesting that they, also, provide us with a completed form. The
newsletter can help by following-up a few weeks later with a rgminder.

Below is an example form that might be used in such a ca gn™We have a
copy of it on a computer disk should we wish to modify ji#lt is ent\tled One good

involvement. It is a way for us to inventory the talent pool i
discover those who are ready to volunteer now gnd identify th

from which to draw future committee membter volunteersXor spEcial

projects.
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One good turn...

It is only fair that each of us takes a turn helping to manage our collective affairs in
YOUR ASSOCIATION HERE!. Maintaining our high standards takes much good
talent—and each of us must, periodically, make commitments of time to our
management. If you are not yet aware of your obligations to contribute time to help in our
management, please take the time now to review the first few pages of your Residents’
Handbook.
If you have not yet taken your turn on a committee or on our Boardgfhank you for taking
the time now to plan how you wish to make your commitment. nd you) plan
for our future, we have enclosed a form for you to complete a . d Re most
helpful if you would return it to us by the end of the month. It is ve
return it. We will be following-up on unreturned forms,

now. You may not necessarily be called upon in th€'i
forms as a resource for planning our committeesgii

Name:

Address:

Home telephone:

o Be Willl& to volunteer occasionally for special projects.
o Be willing to attend a seminar orientation for new and prospective Board

members on :

o This is a great opportunity for you to discover some of the legal, financial and
operational issues that Board members deal with and to help prepare yourself as a
future Board member.

o Attend a neighborhood walkthrough one Saturday morning per quarter for about

an hour and survey for problem areas requiring attention.

Help organize refreshments to follow Board meetings.

o Help to organize social events, for example, a holiday social or picnic.

O
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o Telephone neighbors to inform them of important association needs or events.

o Be willing to host a meeting in your home.

o Serve on ad hoc committees occasionally, for example, an Disaster Preparedness
group, a Rules Committee, Budget Committee or a committee to research an
important issue affecting us.

o Write articles for or help to compose and publish our newsletter.

o Use your personal computer to help maintain our Website.

o Monitor expenditures and income, for example, utility costs and CD interest rates,
to spot trends and cost savings opportunities.

o Review our financial statements, research past expenses, projegt future expenses
and help to develop a budget.

o Serve on the Architectural Review Committee. We are p
candidates with backgrounds in architecture, construct#om
disciplines and neighborhood or municipal government. Si

years. Contact me again in another few yearS.
o Isthere any other way you would like t

Managing YOUR ASSOCI ! Ves y disciplines and we rely upon
the diverse backgrounds i ers in managing our affairs. We’d
nd talent you can apply in our

Please, check at Teast 3-4 boxes and return your completed form before

to any Board member. If you have questions about volunteering,
committees, the Board or about anything discussed on this form, please don’t hesitate to
call any of us. Thank you!

Revised October 18, 2004 12
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Committee Charters

Committees need charters

Except, perhaps, for very short-lived, ad-hoc committees appointed to accomplish
limited tasks, it is important that any significant committee we appoint have a
written charter that clearly establishes its mission. This serves
e to help committee volunteers understand what they ar
accomplish—the committee’s mission.
e to avoid misunderstandings and committee activ
Board.

changes year-to-year.
Below are charters for our current committe

someday.

Keep all charters here

Revised October 18, 2004 13
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Architectural Review Committee
(ARC)—standing

Function

This committee protects our property values from possible detrimental impact of
uncontrolled exterior changes by homeowners. It does this b jewing and then
approving or disapproving homeowners’ applications for

upon conformance of the proposed changes to our archj rds. The

Authority

This committee draws its authority from Ar
Covenants, Conditions & Restrictions of
Homeowners Association and the Re
committee’s and officers.

Appointment
This is a standing committee, SR in our DCC&R’s.

Background

made in our property is [ actions of our neighbors. Therefore, the
Architectu i ee has been chartered in Article 7 of our DCC&R’s
to protect oUREN ¢! possible detrimental impact of uncontrolled

Therefore, homeowners associations have been compelled to adopt procedures not
unlike those used by city planners, employing objective standards and well-
defined procedures for application review.

In protecting our property values, members of our Architectural Review
Committee have serious responsibilities. As a member you must be able to
divorce yourself from personal and social considerations and evaluate
applications objectively relative to our architectural standards. You must be
prepared to make hard decisions. There may be times when you will have to deny

Revised October 18, 2004 14
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an application for someone you know. We have three primary means of dealing
with this awkwardness of regulating ourselves:

e fairness

e education

e participation

Fairness—First, our Board goes to great effort to ensure the review process itself
is fair.

We discuss and approve our standards openly and publicity, allowing everyone
fair opportunity to be heard. We attempt to pass standards tha not
unreasonably restrictive, yet protect our common interests. #so, our procedures
ensure that everyone is treated fairly and uniformly.
Education—This is important. Many conflicts arise tHfo
by homeowners about their obligations. We inform our me
architectural review process and of what to exp

#€1s to becodle involved with their
gem for that participation. A

Participation—We openly e
association and we recognize
homeowner who participates,
a part of the association. Seeing
misunderstandings aely.

L Handbook and any subsequent amendments. Broadly speaking,

RVJC\W Process.

Ing Aomeowners about the review process and complying with our

s. This may be by answering questions of applicants, making

suggestions, periodically publishing articles in the newsletter and

efly outlining at the Annual Meeting the requirement to apply for
approval of exterior modifications and how the review process works.

e Performing walk-through inspections of the neighborhood as requested by
the Board or President, noting and reporting violations to the Board so that
notices may be sent.

ARC committee member orientation

Every ARC committee member should read

e the explanation of the Architectural review process in our Residents’
Handbook.

Revised October 18, 2004 15
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e the article relating to the Architectural Review Committee in our
DCC&R’s.

e the discussion in the Directors’ Handbook section entitled Rules creation
and enforcement. This is because violations of architectural standards and
the architectural review process may involve enforcement. Although
enforcement is a function of the Board of Directors, committee members
should be familiar with the enforcement process to have a sense of their
standing in administering architectural controls. Attorneys specializing in
homeowners association affairs advise that procedures we adopt, such as
those specified in those documents, must be followed djé4

Our records

documents must be filed in the records of that
board secretary for archiving.

equirement to apply for
e the relevant page(s) from the
fd notices. Having this folder

includes every notice ever se
approval for modifications. TH\g
DCC&R’s, letters, newsletter aif§

completetand submit two copies of a form entitled ARC Application. It should
include scale drawings with top (plan) and side (elevation) views as necessary to
clearly indicate proposed location and elevation of the proposed modification.
The drawing should also include existing structures and boundaries where
necessary to indicate relative location. The drawing need not be an art
masterpiece. What is important is that sufficient details are included as to enable
all aspects of the project to be evaluated and issues to be addressed with respect to
conformance with our architectural standards.

Revised October 18, 2004 16
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We receive the application

When the committee receives an application, the committee chair or secretary
records it in the Applications Log. This is the master list of all applications ever
received. Notice, as we record a new application into this log, we assign a unique
identifying Application Number to it by which all documents relating to that
application are keyed. After the application is received, the committee chair or
secretary should contact the applicant confirming that it was received. This may
be simply a photocopy of the application form with a notation at the bottom of the
date received.

The clock starts

The Architectural Committee must approve or disappr igon within a
certain time limit from the date of submittal. We must not i
this time limit!

If we promptly determine that the applicant o

The application is assign
After receiving and recording a

gaher represents the association to the applicant.
fair and positive image. Every homeowners
east a couple of unenlightened homeowners who
and who resent any restrictions on what they may and
e exteriors of their homes. This liaison should respond to any

elping the applicant to understand the purpose of the review

y we must follow it. Failing to follow it diligently may
enforceability of its provisions and, thus, its protections.

The investigating committee member should establish contact with the applicant,
inspect the site and discuss the project with him or her. Then the committee
member records comments and recommendations onto an Application
investigation worksheet. (See the forms that follow this discussion.) This will be
used at the Architectural Review Committee meeting when evaluating the
application.

Revised October 18, 2004 17
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The Architectural Review Committee holds a meeting

Minutes must be carefully taken at each committee meeting. Also, action taken by
the ARC must be in writing.
The committee evaluates the application relative to our architectural standards
approved by our Board. The committee itself may not create and approve new
standards, although it may propose new standards to our Board. Only our Board is
empowered to create standards.
The committee may approve only applications consistent with our standards. If
specifications in an application do not conform the committee may:
e disapprove the application or
e conditionally approve an application, even though
listing conditions it must meet in order to confo
applicant to proceed with a project observing the n
having to start the application process all over again.
must meet those conditions to be deemgfl approved.
Although the committee may not approve a ication that dges

in cQnformance, by

recommend the variance. The ¢
application.

A variance shoul
er, standards exist to ensure fairness,
jttee and Board actions. For a variance to be

ed in their decision by the prospect of expense of
improvement @moval or hurt feelings. Nor should they be biased against the
appliogut beguse the application was not submitted before the project was

The Architectural Review Committee records its decision

Upon reaching a decision the committee
e records its decision in the Applications action log. This two-sided form
documents the status of the application at any given time.
e records its decision in an letter to the homeowner and to their file.
e and sends it to the applicant.

Revised October 18, 2004 18
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If the application is approved
Then the homeowner may begin construction, meeting any conditions imposed by
the ARC or Board or City.

The ARC may inspect the improvement for conformance to standards and
conditions as prescribed in our DCC&R’s.

If the application is disapproved

If the application was disapproved the applicant may

e modify plans to conform with Architectural Standar
to the ARC.

e appeal the committee decision in writing to the

appeal within 45 days.
The Board may act to
= uphold the committee’s decision,
= approve the application, overrg
= conditionally approve the g4
= grant avariance. Again ; iopPgranted because the

£ homeofner, requesting that an application be submitted for the
At. Further notices or enforcement then becomes the Board’s

Architettural Review Committee Forms

This is a brief explanation of the forms tools we have adopted to facilitate the
architectural review process at YOUR ASSOCIATION HERE!. We can
photocopy them as needed.

e ARC Application—This is the form completed and submitted by the applicant
planning exterior changes to a home.

e Applications Log—This is the master list of applications. It is a log of all
applications ever received. Notice, as we record a new application into this log,

Revised October 18, 2004 19



Committees” Handbook

we assign a unique identifying Application Number to it by which all documents
relating to that application are keyed.

e Notice of Committee Action—This is the official notice of the action taken by
the Architectural Review Committee that is sent to the applicant.

e Notice of Board Action on Variance Request or Appeal—In the event an
application must be forwarded to the Board to consider a variance from standards,
or if an application has been disapproved and appealed, this is the notice sent to
the applicant of the action taken by the Board on the variance or appeal.

\%)
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Applications Log
YOUR ASSOCIATION HERE! Architectural Review Committee

Application number assigned: Application date:

Applicant:

Address:

Property address, if different:

Project:

Application number assigned: Application date:

Applicant:

Address:

Property address, if different:

Project:

Application number assigned: Application date:

Applicant:

Address:

Property address, if different;

Project:

Application number assigned: Application date:

Applicant:

Address:

Property address, if different:

Project:

Application number assigned: Application

Applicant:

Address:

Property address, if different:

Project:

Revised October 18, 2004
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Awards Committee—ad hoc

Function

This committee helps to preserve a positive spirit of participation by helping us to

recognize those volunteers making noteworthy contributions to YOUR
ASSOCIATION HERE!.

Authority

This committee draws its authority from the Bylaws an
Covenants, Conditions & Restrictions of YOUR ASSOCI
Homeowners Association that provide for appointment of co
Board of Directors.

Appointment

This is an ad hoc committee, normall
selection of award recipients at th

Augyg?to enable

Background

YOUR ASSOCIATION HER plunteers. Recognition and
thanks are the only currencies wi unteers. We should ensure
plenty is paid.

Traditionally, at our ember we present a modest award,
such as a plaque or fram of appreciation or other token, to retiring
Board or c and to Volunteers who have made notable

contributio ers memorialize those contributions (upon

tify these individuals by interviewing Board members and
chairpersons and members of other committees for their suggestions.

Select the top three for First, Second and Third place awards, and as many as are

deserving for Honorable Mention.

It is also the responsibility of the committee to buy or create the awards and have
them ready for presentation at the Annual Meeting. Statements for compensation

may be submitted to the Treasurer. We have funds budgeted for awards through

our operating expense account entitled Annual Meeting.

Revised October 18, 2004
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At our Annual Meeting, the President and/or members of the Awards Committee
will present the awards. (A presentation by the President lends that extra aire of
importance.)

One way to do this is to have members of the Awards Committee read the
citations while the President presents the awards.

Awards don’t have to be expensive. It’s the recognition and public
acknowledgment that counts. You can create an impressive certificate of
appreciation, like the example that follows, with a personal computer and laser
printer using a quality bond paper. Having the certificate signed by the President
and/or Secretary and put into a frame can complete the effect—ga memorable
expression of thanks, virtually only for the price of the fra

Revised October 18, 2004 23
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Board Advisory Committee—standing

Function

The Board Advisory Committee advises the Board of Directors. Its members also
have standing to participate in meeting discussions, including closed meetings.

Authority

This committee draws its authority from the Bylaws and
Covenants, Conditions & Restrictions of YOUR ASSQ,
Homeowners Association that provide for appointment of
Board of Directors.

Appointment

This is a standing committee. Normally thacom should b@appointed at the
regular Board meeting in November, he President
may appoint retiring Board memb epresent a valuable

resource to our association, an . those alreglly on the committee
who remained active and wh i

Background

Each year, we will ir terms expire or as they retire
This may be just whe ost experienced and of most value to
us. The Board Advisory ovides us with the means to retain the

ntributlons by some of these experienced, former
of the continued high level of commitment

Specific activiies may include
o partigating at Board meetings as a Board member would, but without a

advising Board members, collectively or individually, concerning the
conduct of Association affairs.

requesting that certain business be placed onto the agenda.

proposing business for Board consideration.

suggesting resolutions.

acting in other roles as the President or Board shall request and as these
committee members shall agree to volunteer.
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Budget Committee—standing or ad hoc

Function

The Budget Committee assists our Board in managing the budget and finances of
YOUR ASSOCIATION HERE!.

Authority

This committee draws its authority from the Bylaws and
Covenants, Conditions & Restrictions of YOUR ASSQ,
Homeowners Association that provide for appointment of
Board of Directors.

Appointment

This may be either a standing committee gea committe]l aS determined
by our Board. Appointment as a stanggf i ommittee to be in
place for any finance-related projeg time. Should none

be anticipated, simply appointi an ad hoc committee
may meet our requirements. ) i reasurer, this committee normally
operates between June and Au ; t must be mailed out.

Background

Managing our budge i Board activity and our Budget
Committee is the princi elping us do this. It focuses primarily upon
developin en June and August, though it may be reactivated at

other times rojects as needed.

ts or causes to be conducted a Reserves Study to:

= update estimates of remaining life for each class of physical assets.

= get bids and estimates on replacement costs for those assets.

= recompute contributions to reserves necessary to ensure that
sufficient funds are available by the time they are needed to repair
or replace those assets.

= works with the Association’s Reserves Study consultant, if
retained, to develop an estimate of funds required for near-term
maintenance or replacement.

To ensure sufficient time for the process, we must initiate our budgeting process

relatively early. The President appoints our Budget Committee around June. The

Revised October 18, 2004 25
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first draft of the budget should be completed in time for review by the Board in
July. The Board should approve the substantially completed version in August. If
adjustments are required after that, they must be made in time for the final budget
to be approved by the Board and mailed to members by August 15", if a dues
increase is required, otherwise it can be mailed in October.

\%)
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Newsletter Committee—standing

Function

The Newsletter Committee, acting on behalf of the Association, shall periodically
publish a newsletter through which our Board can inform members about
Association affairs, provide notices as required in our governing documents, and
further the interests of our membership as described below.

Authority

This committee draws its authority from the Bylaws and De
Covenants, Conditions & Restrictions of YOU
Homeowners Association that provide for ap
Board of Directors and the Resolution of thé B
committee’s and officers.

Appointment
This is a standing committee.

Background

The newsletter is
great extent, our memb
conduct of our business.

s about their Board of Directors and its
f the Association and of the Board; it may
will ever see.

letter Committee shall include such information in the Newsletter as the
Board of Directors shall direct. Additionally, the Newsletter may
e serve as a source of information about Board and Committee activities and
announcements.
e publish notices of meetings and hearings for new rules and policies or
significant changes to them.
¢ notify members of matters on the agenda for the next meeting(s).
e publish other notices as required by our governing documents and
policies.
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e alert our membership to important issues.

e publicly thank volunteers who have made notable contributions.

e regularly provide a reference about persons to contact regarding
Association affairs.

e provide a calendar of events, including times and locations of meetings.

Every issue may also include a publisher’s box with:

Names of Board and committee members. Providing visibility and recognition for
committee volunteers helps to sustain involvement. It lets our members know that
we’re an active, vital organization. It is also useful as a roster to confirm
membership status for committee members.

Telephone numbers of principle contacts, such as the Presi
and Management.
Website Address

t, Committee heads

Issue frequency
We should try to have an issue prepared

Budget

The annual budget of the New:
preparation, duplication, mail
allocations specifically approvey

Production

its reader vag iMVvolunteers, while a slicker, more professional look
has its own ¥§ N an attention to quality and thoroughness that

 techniqglies, computer, word processing or publishing software,
psources being used.

Revised October 18, 2004 28



Committees” Handbook

Nominating Committee—ad hoc

Function

The Nominating Committee identifies and recommends to the Board for the ballot
as many qualified candidates as there are openings on the Board of Directors.

Authority
This committee draws its authority from the Bylaws an

Board of Directors.

Appointment

This is an ad hoc committee. This co
ceases to exist at the conclusion of 4

Background

ause that person volunteered or
attended meetings certa at methodology won’t get us the best

candidates

pest equipped to manage our business and our future?
ay “yes,” whatever it takes.

Suggested activities

We compile a list of prospects
We begin to collect a list of prospective candidates in July so the list can be
approved by our Board in time for the November annual meeting. The
Nominating Committee can collect a list of prospects by
e considering members we know with valuable talents, experience,
education or professional skills we could benefit from.
e asking Board and Board Advisory Committee members and committee
chairpersons for their suggestions.
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e considering those who have made notable suggestions and contributions.
e publishing an announcement of Board openings in the newsletter.

We qualify prospects

After coming up with our list of prospects, our next step is to qualify them.
References are important here. What do those who recommended a candidate
have to say about him or her? What contributions has a prospect already made
that supports a candidacy? What talents, skills or education does that person have
that can be applied to managing our business? For those for whom we have no
references, such as volunteers who responded to our newslett nouncement, we

prospects in that order, asking each to become a candi i ave fNled our
slate.

Coming up with a name of a qualified candidate ief than getting
g es in. We plan
d persistence. We
should anticipate rejection and rpsolve o Si : may mean a major
- i Oons to our prospect’s car door, a
ing, purloining a potted plant and

rejection of ho we JMay wish to run later. Limiting candidate’s chosen
by the nomina agrtioes not preclude others from running. We can
i Bllot who wish to run and, of course, other nominations

spect becomes a candidate

ittee may request from each candidate a brief statement of
approximately fifty to one hundred words to include background, qualifications or
statements that may help to acquaint members with the nominee. When we send
out the notice of our Annual Meeting we will include a page with those candidate
biographies. An example of such a biographies page is included in the Annual
Meeting topic in the Director’s Handbook section of this binder. The Committee
should copy the example page and give it to candidates for them to use in
preparing their own biographies.
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The Committee should also inform each candidate that he or she may be called
upon at the Annual Meeting to make a brief statement (usually just a minute or
s0) just before the election.

When the slate is complete

The Nominating Committee should coordinate with the President to ensure that
names and statements of nominees are submitted in time to be included in the
Annual Meeting notice. Our Annual Meeting notice should be sent out at least
three weeks prior to our November annual meeting. In the case of a dues increase
for the upcoming year, the notices must be mailed by August &

O
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Rules Committee—ad hoc

Function

The Rules Committee assists our Board of Directors in proposing, developing
and/or evaluating rules and changes to rules.

Authority

This committee draws its authority from the Bylaws and
Covenants, Conditions & Restrictions of YOUR ASSQ,
Homeowners Association that provide for appointment of
Board of Directors.

Appointment
This may be either a standing or an ad-h

Background

In addition to restrictions specijdcally
also provides for the creation g

d in our DZC&R’s, that document
our Board of Directors.

Why have rules?
Most of us would L ] 5 ve without rules—and we can,

mostly.

ent that a high-density living environment is
vulnerable broblems, some of which can seriously affect the
quality of li Investments. A carefully crafted set of rules,

nity and without being overly burdensome, is

Creating rules

In order to ensure fairness, first we must agree on a process for rules creation,
consistent with our Bylaws and ensuring member participation. The process we
use is described in our policy entitled Guidelines for Rules Creation/Modification,
located in the Policies section of the Directors’ binder. When assisting our Board
in creating or changing a rule, ask the Association President or Secretary for a
copy of that policy. Objectives of the policy are:
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The Rules Committee may

to ensure openness and member participation.
to subject proposed rules to a hearing to solicit comments by members to ensure
they provide the best protections for our interests and have the support of our
community.

to ensure rules are reasonable, that is, they should not be unnecessarily restrictive
and there should be a good reason for their existence.

to help ensure rules are consistent with laws and local ordinances.

to ensure publicity for new rules. First, to have the benefit of prevention, we must
know what the rules are and, second, to be legally enforceable, they must be
published. Every member should have a copy of our rules. It helps to remind
members in the newsletter periodically about rules that relgg#to problems that
tend to reoccur.

Suggested activities

evaluate proposed rules or policies or cha
language for adoption by the Board.
evaluate and make recommendatiog
in enforcement procedures.

make recommendations conc
enforcement.

Revised October 18, 2004 33



Committees” Handbook

Landscape/Grounds Committee -
Standing

Function

The Landscape/Grounds Committee, acting on behalf of the iation, shall
oversee the maintenance and upkeep of all common areas sociation.
Authority

Homeowners Association that provide for app
Board of Directors and the Resolution o
committee’s and officers.

Appointment
This is a standing committee.

Background

urflerstanding ongoing grounds maintenance needs
iaison with our landscaping & irrigation companies and updating

Identifyifg further areas of improvement beyond routine maintenance
o0 Development & implementation of a common area Master Plan
Organizing community wide efforts to improve common grounds
0 i.e. plantings, spreading pine needles, etc.
Selecting and awarding Yard of the Month recipients
0 12 per year
Changing main entrance lighting as required
o0 purchase standard long life flood lights and turn receipts into treasurer for
reimbursement
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Website Committee—standing

Function

The Website Committee, acting on behalf of the Association, shall maintain the
Association Website through which our Board can inform members about
Association affairs, provide notices, governing documents, and further the
interests of our membership as described below.

Authority
This committee draws its authority from the Bylaws and
Covenants, Conditions & Restrictions of YOUR ASSOCIA
Homeowners Association that provide for appgghtment of com
Board of Directors.

Appointment
This is a standing committee.

Background

In an ongoing effort to improv
expenses, a web site was develo

e as a source of information about Board and Committee activities and
announcements.

e publish notices of meetings and hearings for new rules and policies or
significant changes to them.

e notify members of matters on the agenda for the next meeting(s).

e publish other notices as required by our governing documents and
policies.

e alert our membership to important issues.

¢ publicly thank volunteers who have made notable contributions
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Street Representatives—standing

Function

This important committee assists us in getting more members to come to Board
and Annual meetings and in distributing newsletters and other duties.

Authority

This committee draws its authority from the Bylaws and
Covenants, Conditions & Restrictions of YOUR ASSQ,
Homeowners Association that provide for appointment of
Board of Directors.

Appointment
This is a standing committee.

Background

The concept of a street represe atlve
communication throughout th nd assist the Board with becoming
an extra set of “eyes and ears” eighbors. This person should

ideally be someone who already hjar witlphany of his/her neighbors,

an interest in becoming a liaison

loped in fder to help facilitate

g/Board Meetings, typing up quick summaries to
all taklng informal poIIs on hot toplcs and being
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Social Committee—standing

Function

This important committee assists us in getting more members to come jo Board and
Annual meetings and in getting members together socially.

Authority

This committee draws its authority from the Bylaws and De
Covenants, Conditions & Restrictions of YOU
Homeowners Association that provide for ap
Board of Directors.

Appointment
This is a standing committee.

Background

0 feel more responsible to neighbors they have met and
pnally. This may mean fewer conflicts and more cooperation

g €ach other also helps us to be aware of good candidates to tap

e Boards, committees and special projects. So our future is

ed by the success of the Social Committee in attracting our

mbers to social events.

e Putting faces with names of Board and committee volunteers enhances the
association-to-member relationship and makes more apparent that our
association is really an us rather than a them.

e By visiting with Board and committee volunteers, members learn how
their association works—that their input is invited and valued and that
everyone has an important role in our management. Feeling part of our
management can prevent problems that occur when members feel they are
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being excluded, controlled, restricted or treated unfairly by some remote
administration.

e Members that we get to attend Board and committee meetings often make
valuable contributions and suggestions. They also represent a valuable
pool from which to appoint ad hoc committees for projects and tasks.

Suggested activities

Specific activities of the Social Committee may include
e contacting a few of our members a couple of weeks before each Board

e organizing a summer pohfck i S a good way to start
the summer, to see ea N inter’ ernation. Or a July 4th
) ih lots of decorations. Post

theArills. Arrange for some neighbors to
jon will compensate a member of the Social
a<S, charcoal, paper plates, cups and plastic ware,

s purely social and make sure everyone has a good time.

ly, there may be a few inquiries by curious residents about what’s

pening with such-and-such, and comments that relate to business. But
be careful about open drafting.

e arranging for the social that follows immediately after our Annual Meeting
in November. This may include coffee, a modest assortment of munchies,
and possibly a cake with “Thank you...” and the names of any retiring
Board and committee members.

e organizing other social events as the committee feels would enhance our
quality of life, and as approved by our Board.
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Funds
Funds for this committee are provided for in our Association budget. Ensure you
contact the Treasurer by June with the amount you are requesting for the Social

Committee next year.
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Example planning notes for neighborhood picnic

If you’ve been asked to help organize a neighborhood picnic, this planning sheet
describes a formula that has worked well in the past. Feel free to suggest changes as
experience determines to help future volunteers.

(Put initial of person responsible for each item in parentheses.)

July 4th picnic
Plan for 60 attendees. (It’s better to over-estimate—better safe than
Kids games at 3 PM. Eat around 4 PM.
Arrange for:
o Get Board authorization and notify neighbors about closin
o Divide-up list of residents to call and invite. (A ghone call fro

about 2 weeks before the picnic. Don’t forg i i ck: bring
something to share, and your own meat fg ly. td invite friends,

o Arrange to borrow about 1 grt
o Get pylons or streamers to clo

o Inflatable children’s swimming A esed to ice soft drinks; bottom is
inflatable as well an Y@ing4ce insulated and cold.
a Woesn’t melt ice.
o Decorations.
o Planforc
>

>
>
>

Buy:

lastic decorative table covers to fit picnic tables

Soft drinks in cans—at least 10, 6-packs

Plasticware: 70 plastic forks, spoons, knives (people use more
forks)

70 cups

100+ napkins

charcoal

lighter fluid

decorations

Prizes for children’s games

Barbecue sauce

Extra hot dogs in case some folks forget to bring meat

a

[y Ry Ry ) Ry [y

Revised October 18, 2004 41



Committees” Handbook

On day of picnic, bring:
Trash cans & extra 30 gal. trash bags
50 Ib. of ice to ice soft drinks
Matches
Long barbecue forks
Salt & pepper
Recycling bag for aluminum cans wi/soft drinks.
Squirt guns
Water balloons
Frisbee or other fun things
o Decorations
Notes:
Let’s get kids to get out and start decorating tables early in the'da
them “reserved” for the picnic later. Don’t forget to warn residents a
before that the street will be closed-off on the day of thgpicnic.

[y vy Ry [y B [y
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End of committee charters

\%)
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