
·Hqn::re$.tead at Cam:>llton 
.JQl:i qe$c:rt~tionfor HbAAdinlnistratot 

$~ope.QfWqtk 

VendorMan~gement 
the A<lrnlnistrator:shall•mainfaiti ·a, fil~ qfall Ve1;1dor Q(;)rj1fc1cts:~~. have an umJer$tanding their 
bijsfc:terrns, This wo'.ukt Inc1ucte-cre~Ung ~pd n,airjt~iriiriS ~.:tpr~a'dshefJt w.hic~ diataris ~ey 
information 3b()utan vendors (;cantaetrhfo~ terms ofCQ!jtr~¢t1 exr?ir~.ti6n ¢ta,.). Thi$ $pread~he~f 
sbqµld ihclud~;$Veh t6in~s as,the. monthly Iannuai costs, set\l.ices. PtP)licJ~r,f (ys; ~~tvices ttl~t. 
(:ost ~xJfifefo1), ter(rlinatkmrequirements: (ab dayJtdvance hotk~e? Early ler:miriafi(jn :tqst'.?) ·•~no 

•··q~te,@t·•r~Ii~;Wat 

·tttJ~ rn~Y,tlfftfftlJJ.n,a~t)t:to'wn~t,1he Ma.oagem(:!ntcomt:>"any does,. but it should not be in prilce:of 
;•~ij· •. ~an~g~m~HtPqo,:p~My;f~SRQnslbili(le$.;. 

'this iO,Q:slio~!t.i t)fi tJS!eef.ia.i aJool tt> !d~nfify lo a,:dvance-when cpntrach~ e~pire, so ~Eff'service~ 

can bti te-bid ifl a~vahce ofcohtrattaxp1ratip6J~ij •<:fe'c;1e,)9n$ made: if '.r~placement·hrde:sired). 

·thi A:drtiinisirafor ·sho~ld•;take pro,.active· .steps··to.·re1-bi_cl .(oi°'CiaU~~tth$• Managerri~rSt<i(ji:rJP~MY'l" 
.re;;;bidJO'l_i:dudrig eontracts.··in<advance; 

The•:~l~'n·agem~ntQompany ls.riasponsf1:>1tder·the'fo11owlrtg: 

•• •Mijn~~l1$f,of approvea .• v~ndpt:S,' 
•• tra¢Kvend¢lrinsurance eertificates 
••· eoilectijtd$·wn~n •requ~!§t,q by th~Aqn,ini~t~~tor .Qrijo~r~ 
• §!$,k.,~mini.strtilt<:>r ~r 130;;1rQ approvalfpr.expe:nditute$ 
·• Nt;itiiy bidcf~rs: otawards 
·tbe,idmi11tstratorl$ ~Jpor,~ltsre::tor worRing Witfl tn~ M~na·getnel"lf. c:ompan.y tA· eosurt::ftnese· 
't-asks ,a:r.:e a.cteqoatel~f perfofrn$d; 

th~ ~dmiriis.tratqr is respqnsible:for: 

• ijns~~ v~ndoFperfprmanqe)~~mpttit,on 
• ··:sJ;n•·off'iom:oompr~fioJ1 prior to .i:>ayment··by•Acgoµ~tihg 



community'OPPr<iinatl(:)A 
T~ke Ph<.>nt;t¢~11~·· (¢n::~ ct~dk:ated cellphone to be provided,by:the ',tiOA:Boijrq) $i:'e--tnji~ fr91'Y'J 
ir,et1'dents and :ro~teipfQ~l~r,n.$' fo:rt~sptutlon. 

M~int~iin. a i'task Lo~i(.,.,;;a:rtything}tltaf reqcllr~ E!¢ll~n $hould be log~ed by lhtt Admihi&ttator 
1hl$Jqg :wouia:induae: an rndicanort9f Wbq was, Ci!)ritaGt.e~ to tak~ aption (typicadythe: 
M~nasemen.t Opmpany,hut itcouta invobfedlrEict,Cgo(aptWith '~tYendor;w,ho$v~r.ts i•clqing'' 

~91'.tj~JtifQg '.tp.~ddt:e$1:l,;;;10>1ssue), The date the request w~s: maqe: wol!lti t,e .1og9~q;, ~rig the 
. Adniihi$tt~tor ~h~uld'rollow up;,frequentryto ensure:completion of".thetr:'i'sR, t.h~n ,,~et~~ d~ijJh~ 

i$'$.u~s Wa'$ ies,q:lv~~- thJ$l<>g wiil bE! used t~ e,vatuate the Administra.tor'swork lotad p,tid also 

.evatuij:te;the, r:e~porjsiveness ef ourVendors, ·rh~'Admidlstrator. shouJd h~ve:i; '"CU~torner 
e¢!'.Yi¢er ttilt:l.d~~t:ariq foUbw yp ,wiib the Homeowner who requested ca task to atd\fi~e:Jliijm <>Hl'l~ 

···ou.fcome\a,qd •.. ,~tjµf f:~:f !ff hey·· areJ,atisffed,. 

,Regul21tfallpW·Qps.vJifp C.qrtlmitt~e$1 ·v~ridC>r$ ~mdJ3.oardfo.confirm resolution; 
'C:oor:dtrra:te with corrimitti?ELoflaits to, getmprithly updates: and :find Qut iffhere are 'issues for:tn~ 
\e:oard 
, C'~rnmitte,:e.$ inelud:e: 

··'/>· 

~IJibbqu~.e 
t:ari«i¢a'pe · 
Cnmewateh 
Jb~ij! 
. ·wewslettet 
vv~o:sitl!,m~•M~g~rn~nt 

:\Nor~ wit6· lh$.ACb e,ommittee:a.nd:• assist as.,neededitt,·coordinate,·Acc,··Rettu¢st~:· 
••· Act a$ piiri'l~ry poir;t,.qfc,o.nfapffpr requt$t~r 
• $pqrrriequesfan~forward toACC Gdmmittee . . .. , . ···. ·.· ... · 
·• Tracktocornple~ion an~,.S.<iaril$t~re,~ppr:~v~q or.r~Je¢te~ ~ppli®tions 
• Er'l~ure tirp¢Jyf1;:1sp~rise,s, .... c:lear.-µp road Jan,$; .. . . , . . . . . , . ·.. . .. . . · 
'"'. F<>ll~WUP qn all AOC reqt,te$ts:aft:er app,rovaHo make sure work is donei¢o'hsi$t$otWith 
,,;i;h"""'"V .. ·"".. . ~~,,-,r.:l.\\;f. q-~ 

New RF.!~id~t)t Qtit;int~Jiqn 
· '!Si!nd,we'IOOme packtti<r:neW,hqrrt$0Wri~rs With: m9st recent neW$1etter, contactinfcrft!>r 

questlotl5;,,w~bsfte;:a¢1l1fress,.di$cµs$ IJst .info :aricl S'.9n:t.e encql.lr~ge.m~ntto getinvolved and 

partiCipateJn tommunit.V aotiviJfes. 



· Homesteati HOA Aditiin·•Setvlces.Agi®hienf .. , .. , .. 

~·nijtalAdfuim1s.tr1;1tiqn. 

Ttte.Jvtan~gij:mijnt Company creates mont1i1y· reports.f¢t ttl¢·1?9~fg. tfi~:A~mirilstrator $hQ.ulg 
tevieWthe$~r!ilP¢>ifts .a.nd be p_rep;areif fo atertBoatd Members to i$aue$ anq '.alisvver4tiestrbn.s 
JPoUHOEl•r~PQ'rt~ ~, need~. 

¢/eij.tri a. HPrriesijla~ pale11~art0 track re9u1ar1y·occurring items· an~ rWaint~in a·tog qf":~fm¢:a! 
Dates."''$GiOfi ,a$ihsur:a:cice: renewafe, tax filings due, backflow<inst:)ections:, social ev&nts, ·. . .... . . . . './' . ·. . . '.· ·. ' ,. · .. ·.· .. .,,._ 

1andseapJf:i9i~sue~i pqoC$IPtrhpµsem~111t~n.a11ce1 etc, Notifytne:appropriate"doet" in aavanc~ 
.· of ateoccurtir,g t~sk; anq folloW up as O~et:le<fto ens.ure :on4ime. completion. The Acimihisttator 

sn0d1ij petiocilcauy;t>e.tfl :to.4~hWittitl'le i~spQ!jtsfbJepar:ties ·tQ en~ure timely completicm.of 
·:.j;{elt\1erable$, 

iao11r!,'.j Meetin;JAnnui:tl Meetiflg facmtation 
· Th~ Admi:nittrator.,:should ·take initrat,veJ<> ~cilitatErand poor:ctinate: Mon:tl'llt 9,o~td Meeth1g$. . . . ' 

• 1'.he~~Ja~!(s,i11J;l1Jde: 
Pr:~Rat(rig a dratt·agendafor ckctJJ2ltion;,tb\an Board Me'mt?ers 1 Weef<Jh advahp~ oOtie Yn~eiting, 
Jl'.l~n · µj:id~tirig the ~~endc1 with cha11ges. l.feedbackfrom1ndividuar Boarq l\ltembett( · H.~rti 
<cc,:pi¢s ~fin~ lfr:i~I agenda.sh~uid.l!>.e:available fer eadh board member anhe meetingj 

Time Ke'epet: The](dmihisfr~fot sfrou1d:tas1<lhe boardfo"qondoctbusJness :in. a timely manner· 

:hy keeping. them on tt:1ik; /No ~pprppr:iate s.o.~ll $hpulc:i: l;)e t~ :ttav:e,monthly .rneetins11ast.rrQ 

:longer th~n 1 ,~.f,outs·•('i t:ioutfof'~lie 01e~it!g, ancJ. ~ hqµr f4?r'the .~xecutiv~ 'Session). 

'.$crlh>e.: rhe. Alilrriinistrator·:should take.µotes ·ani;i mihutes.;Qf:tner meeting; .. Minutes. sh¢:ula·. 
:Q.qn$'i$t .ot.doeun:1enfin~·lhetJ:fate>anc1indMqlla.1spresenti cnnfi.tmilltiori th~t· q11prum :.to co11ouqr 
~ard busirress 'has:neen achieved, thert db.cumettting ~ny ~eq!slQns gr di't~qtions f<:>r :fiction ~Y 
trn~ .. b,oard:(dJ)ntimentatton ·~bout ·s;JeneraltfiscusSidrt· is not.11eeded·or·appropriat~·...; Ju$t· 
:gooum~11t ,decl~ions mad~) .. 

The ·A~'.Q1infstta,Jt>r.s.h941dbe, r~,spon$ib,le, for keepihgJtrack,ot,issues.•thatrequite .B.oar.cl··Aclion· 
ana•ehslilr:in~ithes'E!lds'$Ues at$ otought to. the aoard Jor:action {1ncl11di11g folloVIFupas. needed); 
This ,woulct\be dbrie µsing lhe ·"t'iii~k.Log", ~ns1..1ringc:11eedecJ · lll$Ue$ are included on :the: E,l~enda 



for Boatd Meetings; at:u'A I or cJirectPQOt~ct with Bo_ard Members: as needed to address pressing 
i$$ues ·outsi'd~the .c;pt,nfgrt zoo~ Pr'dkeCt area ·Of responslbilitY of the·Adminislratot 

A Board Memhet $hqµld. b~ ~:~t~ tQ show,ijpJor a. meeting, .be,presented with issues thau~qulre 

deci$iOn$; make cle:cisio:Jis, tnefi leave. The AdmlnisthnotWo:UJ'1 prepare th.e a{;Jenda; •take.the 
minute$, and follo.w up on all ditecteq tasks, 

$pe,cifiqfaiksJhclude:• 
• :Gr:eate Aeg~larAg~nµ~ tor eo~rd Meeting hi~hlighfing< qei::isiol'ls reqqired, 
• Attend. regulaf 13oard Me~ti~g$l9 di$¢t;J$'S open Issue$, .· . . 
• The,Adrh1histrator will ber~qµfrec1; a~ .p,rt or the engl:lgement, to execute a confldentic:lhiy 

·:agre:emeh[$O th~ltpey will be able to participate in Executive.Sessions and be able to take 
''l:u;tions>as needed based on co.nftdehtial information. 

• Take minutes ofBdatd deci$ion:si ;type :and submlftne. n,lqute~t() tl'le, HPAS.eqt~ta,y tor 
review anq cJraft ~pptpval, di$tribute the draftminutesr to the pther Board members for final 
re,vie.w c!tncl appr;(>Vc!tl, make chang:es !aS directed, then file finai minutes as part oft.he HOA 
formal documentatiorL · · · · · 

• ;worl<Wit.h nomrpittij~ cn~irs tt:> ~risi1re'their·$q(;~ss. 
· • \Jyt\1r~ Witl'.l th~ C1ty of C~rrotlton a~ requiredJorcade issue}t 
• Wofkwlth the Managemeorcompaf1y ijnd as$ist?as n ... · . With anri.u~I Hotri~q'WJ'.1et 

meetin~s. iri~ludi{lg: As·seniple tiom~qwrl,efp,apke.la,; c;ii$ hutlqri,, qollei:;tiori, andAabulatiPn of. 
prox1e~. etq. . . ·.·. . . . . . . . . . . . . . . . . .· . . . . . . . . . . . . 

• Ct~iale upqatElq ;bfoqers·for new Soard members (kit:of key documents,. instn.lctibns, .etc:J ,arid 
f fl!cilifate transition ofnewlt elected Boa'rd members .. 

· •, Monltdrthe · Jy cari'ipletihn b,y tti!= M~n~gement Q9mpahy o1 reqµes\$ •fo_r HHA tioe1.irn~nts 
:Wflijfa pl'Op~t'tf. . ~r;e bQUghi_;or $0l~ . . . . . . 

Ohcfrrriehl Management 
ere;:tte ,anq ni:;jJr\tc;lit:l ~ <:flgi,taffUe roqm: Create and maibtain.digitalfile$ "'"'W:itb either otigihaf 

:file,s'.(i:E!. :worcJ..,d~c (tocurn:ehts or excel .xi$ fil~s.; .... }orhard.,copiesthat have. beerr soannedJn1o 

.pqffotmaf. 
Tl1.$'digifaf'fi!~'foorii sp¢uJdbe maiijtained $0rrtewhere:thateveryone ;a11 aocess (it, r~ag Qnly 

fc;>rrr.t)and b~pke~I.JP peribdiclllUy. 'thi$:tas~wm involve:. 1). setttngup,tnetile room.; 

~st.a:bli!lb jQg $t:?nd'ard n~s . (Le, HOA: ag~.rc:t mei9ting mi.nut es. - in t4rr1filed. f;}yyeari ACC 
requests\ ·etc ... ) 2). Establishing file .11am1ng convenffons -.slj.ch'as: Doc,ument· Na'rrie;;..Defa:il. if 
aryy_DateJ<xx. t;:e;: HO.A Boa,tl Minutes~~ 1510:c.tob) ~tc'. ~), §or:tiHg tnrougttan hf$t9rica1 
cl<>cuments (both· bard eopies and ei:e.ctronlcfand Uploading them into the; ijlppropria~ fllfl. 4) . 

. M,lnt~lnjpg the· file .ona qo-forward,basis. 
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S:ocial (}p,mfJii~~~ Fun;~tiqt:1s 

Admin1Sttator·:si,o:µ,rt::1•.··nof,ti,ay~;·t41'.·pe.ihv1?lve~·•in•.doin_9•·~ny:thingothedhan passrrtgon:'dlrections 
and comtiiunitjatiott$'tp' vbh411f~rs (9.odrdihaf1ng ;13cit1vity). 'lffhe :neighborhood does not have a'. 

·'· ( 

spettifio tasks: 

Cpmmt.milr)3tandards:Under:stand CbR's ~nqP~tt~rri.BooK require~etjtsi(tq b~~quippijd to 
advise :about such i$sues as needed). As time titllows,drive otWalKthe .rteigbborhoo~ 

p~rio¢i®.llY :IPokingJor violation~ (this,,Is.In,addition to,tb:e,manaf;Jernent Gornp:anls requirement 

fo <i<>Jhi$}. NPteViolations andadvise ,IVlanagementCornpany fo take actiont includit!S initiati'ati 
qf'ftning {rvI~Kl~S~OJ~nt ¢pmpany Will $80d, homeowner :notictes). :Monitorthe .status ef Violations 
· a,ric:tJrijckfo en$U,re/they are remedied) or properly escafatecl Mohitor,and,eH1sure the 

.· MritnagemeritC,ompany is· followintt the::f,ning process. 

Vc:>IU~teet Ma'p~gem~~t : ttie Aqmini,trt;ttor should be tasked with creating· and' mainta'inirrsra 
:spreadsheet.tttat id,ptifies, ~II h~ig~bqthoodVolµrjt~~r$(~ntj hqw t9 co11taqtthertj). this,log 

snciutd be prd .. actively maintairit:rci and updateg as. ct:tangijs qqbur. ll~ PliJrticu1arV011..1nt~E;r 

tuncdot:l iJ unflttect, take proactive acti.t'>ns to communicate the vac~npy ~no $qliciUo rech)jt~ 

'VQlunteer; 

· Wep,Managemerit ··: The,Adrninistrafor should work with the Web' Mstn"gemetitvoh;mt$er and 

· pe,,,,vaJlabte. t°' $erve. as aback,.ur:rto help maimtaittthe neighborhood web/site ano'kee:p it 'fresh 
anct :curr$nt Things'; likejtJe. \!G>lunteer Spread~tteelishould be/maintained an the Web Site. 

The,::slte. sho,ukl be:;vpdatedwith ;events>etc: 

Atttµal \iisi B~ctij~f i1'h¢'.J:\drnimrtstrafats.hotild. be,ta.sked Wittrr.eviewing tne rno.nthly flnanci~ls, 

•~11ct.•teP¢cts ~mt mai~~ tp~oiiitl :nqt~ of o:v~t t>yctget ,t~m~. ,~titem$.'in:cf$ng:ef Pf goJng p~et 
:hudstet) or t>ther ijis~ue~'\- A tfeviijvf'cifftheitnostqurr~nt report:~ng "ActtiaJV~: ~µgg~t'' status 
shollld be inciuded as;p~ttdf:t~~ ttiprithly B,o~rd r'Jte$titj9: 



The o,gr;ttilYr~y,i~Wstip1,1ld. incl.1,1de~a review of the. General Ledg~r With th~fgoal ofidentify.ing 
uno~ual ·iteff:TS;, Fayme.:nt$Jof$1ated parties· (the Mam19ement Gomparwf or indJvrtruals. i11 
:particular sho9tt:JJ;,~entjte&~11<;1• ~xplained, 

The HOA Boar.eel Will ,seta .$ ah1<,itsht..lio,jf(1riifiijfly $'.1.000) r6rchecksthat required fevtew ttnd 

apptoval 'froffi'.ttw'.A¢1'fl:iiriisfratof ~forij:payrtierit '(exceptlcm~•sI1QL1ld.bej rnadeif the p~ymenfis· 
per• tne··terrns .afa·.a<,litra¢t .... l,tsomefhirtglike:a µtllit}'billJ. 

Bids/ prop0satsforworl: .key ,dea·::tne Adif\il'li$ttijtqr·$hqWd b~· irtVoJVetliM?ttsUrin~:~he. 
Ma.n~~~ment Company is. obtaining apptoprlate bids/oh tl tim:~ly .~~~Hs. For .1,emf c_a~tirtg i'lV~r.;:, 
ltmiflo oe determine by the, Efoatd (initially $3;CbO), competitive bias should be obt~iniaq. and 
reyi~~d;(triioitt11Jm. Qfl2ora·bid$r · fhe•.Adrrtiriistratorsh~u1d.work'::with :the·.Management 

Oprdp~hy f P:fuJoµre bids (ManaSl,~menfcompany is ·responsible, th~ AdmiHJstrato:r 9111y 01;ar:Js t,Q 
:§t~:y qn topofth~ ManagernentCompat1y·toensure·theydo,theirJolJUmely). We.sheufd hate . 

. \~atthijfovv~~t;:pJg 1s nqtalw~y$.fhebe:sf bl.d; :hutall bids sho.uld <o.eJ:eviewed ancf fhe.bestbio 

·$eH:i~d. P{.>$$,IJ'JIY«ern:$•;over a:certain level (initially•$$,O-OO) should req.uire Board apptc>vaL 

A©CiMan~gEifrj(!§nf: p;.s J)$f'.tof Ooqurritenf Man~sem(%nt; the AdmimstratQrsho.Uld obtain and 
'file au Ace ai;,provals'.(li>M t;ort)$ adcJf~$$}; an~ et1$.t.1~4h¢ rv1,na;~rn~,1rit Q.90'lp,any th;n~ly 
. notifies· the 1mpactectHome-0wner1 

TQols 
tl'.l~Jollpjintrtp:ols: Will be dev~topedtt>ruse an:d maintaihed :bythe.Administrator:. 
• :p~qateid Cell Phone {fpr·Hornestead HOA busfriess only ..,. the phone belongs to the HOA)., 
•• tasJfLog . .·· · 
·• potti.rtientijf.ibnJ:Fi.1~$ .... Ji$.\ qffiles· anqrhitig conVeQtiom, 
•• Vrilunteet:M~na;Elm~mt;...Jog 
·• Jrwoic~ Approval Log 
·• ·web Ma~agerti~nt --}11$trq¢tion$/fr~i'.nJng. 
·~ Lr~torr-<:;ey .b.ijUye,rapl~sl :q:r.iti·g~I q;;ates. . . . . .... . .· . . . • . ·. ... .. .· . . . . . ·. . . . . . 
··• Age~~a .. TempJatEi>: fh:e· 11standar:d·agenda•iterns11 ·sho.uld be .determined and documented to 

{aoliitate.efficient:meetihgs. . ' 


