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Administration of Policies and Procedures
Authority

1. The authority and responsibilities of the HOA is defined by ORS Chapter 65, ORS Chapter
94, the ByLaws, Articles of Incorporation of Bayshore Beach Club and the Covenants and
Restrictions. The provisions of these documents aatycand in some cases require, the
BOD to revise and/or make policies for the benefit of the property owners and enable them to
administer the Covenants and Restrictions.

Development of orRevisions to Policies and Procedures

1. Policies and Procedwseare developed by a committee appointed by the BOD for the specific
purpose of addressing a requirement for managing the affairs of Bayshore. Following the
recommendations of this committee as presented at a BOD meeting, the BOD will either
approve the mommended
Policy / Procedure or send it back to the committee for revisions ssubneittal.

2. The Committee is to be made up of one Board member and two general membership
members.

3. Reuvisions to the Policies and Procedures are made at the disofeti@ BOD only if the
revisions do not conflict with the governing documents of Bayshore Beach Club.
Recommendations for revisions may be made to the BOD by the membership in writing and
presented to the Bat least seven days priorB®D meeting.

4. A Policy or Procedure will go into effect at the time of Board approval unless the Board
elects to delay the effective date.
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A-2

Administration of Policies and Procedures

Development and revisions of Guidelines for Determination

1.

Guidelines foDetermination are developed by the Planning Committee autbmitted to

the BOD for approval at a Board meeting. Should the Board not approve the submitted
Guideline, the Board shall send it back to the Planning Committee for possible revisions and
re-subnittal.

The Guidelines must not conflict with the C & ROs, but they are to provide a uniform
interpretation of the C & ROs. In some instances the Guidelines may serve as a written
permission from the Planning Committee as allowed in the C & ROs.

Once a Guideline is approved by the BOD, the Guideline will be presented to the
membership via the Breeze prior to being implemented by the Planning Committee. The
typical waiting period for implementation will be 90 days from announcement in the Breeze.

Revisions to the Guidelines to follow the same provisions as the development of Guidelines
(above). Revisions also require BOD approval and process of natification of the membership
and waiting period for implementation.
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A-3

Acronyms, Definitions

Acronyms

BOD £Board of Directors

C & RO® Covenants and Restrictions including Guidelines for Determinations.
HOA BHome Owner Association

ORS 65D O0regon Revised Statutes for NBnofit Corporations

ORS 94D Oregon Revised Statutes of Planned Community Act

Definitions

Appointed: Board or committee appointments are made by the BOD but recommendation
for appointment can come from any member.

Committee: Appointed members to serve a defined period, for a defined task by the Board
of Directors.

Guidelines fo Determination: B
(Guidelines) Were developed to limit interpretations of the C & ROs

Member in good standing:
Dues are current and no suspensions in place.
(see attached for additional recommendations)
Membership:  All property owners so noted oitlé of ownership.
Rental Long term:
30 plus days and move in of possessions.
Short term/Vacatio® Less than 30 days and no possessions moved in.

Voting member:Member noted on property title or their legal representative.
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B-1

Relating to Board of Directors

Membership of theBoard of Directors

1.

The Board of Directors of Bayshore Beach Club consistsclfess thasevennor more than _

ninemembers serving three year terms. Directors may not serve for more than two
consecutive term@oard members must be members of the corporation in good standing. ' Peleted: seven

There may be no more than two directors from any single division, and all divisions shall be

represented if at all possible.

Directors are elected at the Annual meeting by the meshipe after acceptingnd signing

acknowledgement of the policies and procedures related to the board of directors. JimmyG 11/14/07 5:15 PM
) . . . ) Deleted: the nomination of the Nominating
Newly elected board members take office immediately following the Annual Meeting. Committee

Appointments to vacant positions (by voluntary resignation, disqualification, or removal) are
filled by vote of the majority of the remaining members on the board. The appointees hold
office until the next Annual Meeting election. Past performance on the board o

committees may be considered in selecting members to fill vacancies.

Nominees for positions on the Board will be selected by the Nominating Committee or may

be advanced by a member at a duly called Annual Meeting of members at whattura gl
present in person or by proxy. See Also, ElectioDwéctors and Voting (B5), and
Nominating Committe¢C4) of these Policies and Procedures.

Individual board members are subject to recall by a majority vote of Bayshore members in

good standin@t a duy noticed meeting pursuant to ORS 94.640 and the Bylaws, ANicle

Ref: Art VI of the Articles, Art IV of the Blaws, ORS 94.640.
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B-2

Duties and Responsibilities of the Board of Directors

1.

10.

11.

12.
13.

14.

15.

16.

17.

18.

19.

Exercises corporate powers of the Beach Club, and coralltts business and affairs of
the corporation.

Elects, removes, prescribes duties, and fixes compensation of all other officers, agents, and
employees.

Elects from the board a president, viresident, and corporate secretary to serve one year
terms.

Keeps and posts all minutes. Keeps as permanent records: minutes of meetings of members
and board of directors; corporate actions taken without a meeting; and actions taken by
committees of the board in place of the board on behalf of the corporatmureEnhat

required records are kept per ORS 65 and 94.

Authorizes disbursement of corporation funds. Provides a financial statement to be mailed to
all members with the notice of the annual meeting, presents a proposed budget to the
membership for conderation at the annual meeting, and provides a summary of the adopted
budget within 30 days of approvdtixes the annual dues as proscribed in the Declaration o
Covenants and Restrictions (C&Rs)d bylaws.

Appoints directors to fill vacancies, with divisions represented if possible and no more
than two directors from any one division.

Removes or suspends officers by a majority vote.
Appoints the secretayeasurer and members of the approved committees.
Enforces theC& Rs.

Exercises the powegsanted and carries out the duties assigned by law in such a way as to best
meet the needs of the organization.

Establishes policy, reserving all authority and responsibility not expressly assigned to other
officers and personnel.

Develops long term plangoals, priorities, objectives, and timelines.

Regulates the use, maintenance, repair, replacement and modification of common property, and
causes additional improvements to be made.

Reviews the insurance coverage of the association annually.

Imposes chages for late payment of assessments and attorney fees related to collection of
assessments, and after giving written notice and an opportunity to be heard, levies reasonable
fines for violations of the declaration, bylaws, rules and regulations of theasisso

Defends against any claims, proceedings, or actions brought against the association.

Approves the annual budget, monitors Beach Club finances, and sets policy or takes action to
ensure the fiscal integrity of the organization.

Orders an annuatview of the financial statement by an independent CPA within 180 days
after the end of the fiscal year, and ensures that necessary income tax returns are filed
annually.

Authorizes emergency expenditures exceeding budgeted amounts when necessary for
protection of club property or interests.
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20. Provides for the indemnification of its officers and board of directors and maintains liability
insurance for them.

21. Selects a board member (may not bepitesidenbr member eligible for reelectipand
approves thappointment of two membegd-large to serve on the nominating committée
BOD member who is eligible to run for run election should not be serving on this committee.

22. A majority of the board may call special meetings of the board of directors tithangersonal
notice must be given to all board membmrshe corporate secretatleast 7 days in advance
(unless a majority of directors concur in the call for the meeting with less, hotide no event,
less than 3 daysh majority of the board magiso call a special meeting of the members for
which notice must be provided to all members in writipghe corporate secretarg less than
20 or more than 50 days prior to the meeting

Duties and Responsibilities of Individual Board Members

1. Discharge duties in good faith, with the care an ordinarily prudent person in a like position
would exercise under similar circumstances, and in a manner the director reasonably believes
to be in the best interests of the corporation.

2. Regularly attends meetingadaparticipates in projects and workgroups. Attends all
meetings unless excused by the president.

3. Develops positive channels of communication with other board members, the staff, and the
membership. Encourages club members to attend board or committiegs & explore
and develop approaches to common concerns.

4. Maintains confidentiality of executive sessions.

5. Prepares for meetings, reads documents and materials thoroughly, and makes use of
educational opportunities to gain a further understandingsak.

6. May act as a voting member of an approved committee to establish a quorum as requested by
a committee chair.

7. Abides by all laws and policies governing the operation of the corporation, and ensures the
corporation complies with federal, state, anthldaws, bylawsand. Develops working
knowledge of Aticles of Incorporation, Bylawsnd policies and procedures.

8. ldentifies, collects, and analyzes information needed to effectively maintain direction and
achievements. Reviews and assesses the atigros performance against objectives,
resources, plans, policies, and services rendered, and identifies obstacles, new directions, and
goals.

9. Completes assigned projects in a thorough and timely manner.

Duties of the President

1. Acts as chairperson dt meetings of the membership and presides at all board meetings.
Ensures order during meetings.

Signs all contracts or instruments of the corporation as authorized by the board.

Rl

The president may call a special meeting of the board of directors ahanpéirsonal notice
must be given to all board membbysthe corporate secretat/least 7 days in advance (unless
a majority of directors concur in the call for the meeting with less notice, but in no event less
than 3 day$. Identify thepersorrespamsiblefor the action anctcomply with noticerequirement

of ORS 94.640(8).
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5. The president may call a special meeting of the members. Notice of special meetings of the
membersnust be prowed to all members in writingy the corporate secretaayleast 2@ays
prior to the meeting. )ldentify the person responsible for the action.

7. Inthe event of a tie votBresidentotes on matters coming before the Board.

8. The president ithe primary supervisor for all paid employees. The president may delegate
his/her supervisory duties from time to time to another member of the BOD upon written notice
to the BOD and to the affected employd€@slded pursuant to BOD action 10.17.09)

9. The president has no individual powers other than those noted above.

Duties of the Mce-President
1. Presides at meetings in case of the absence or disability of the president.
2. Assumes all duties of the president during such periods of absence or disability.

3. If acting as President, shall only vote in the event of a tie vote on mattengdmfore the
Board.

Duties of the Corporate Secretary

1. Attests with signature and corporate seal all instruments executed for the corporation.
2. Reviews all contracts and other documents requiring attestation.

3. Safeguards corporate seal when not in use.

4. Catifies elections and membership votes.

5. Provides notice of meetings.

Ref: Bylaws Art lll & V, ORS Chapter 65.301, 65.374; OB&550 thru 94.783
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Financial Responsibilities of the Board of Directors

1.

Board members are individually responsilde énsuring the financial integrity of the
corporation. The secretatseasurer is responsible for controlling expenditures as outlined in
the approved budget.

Board members, who initiate, vote for, or assent to unlawful distributions of corporate funds
are personally liable to the corporation for the amount of the unlawful distribution unless
they are found to have acted in good faith with prudent care and in the best interests of the
corporation. (per ORS 65.367)

Board members may be reimbursed for akteasonable expenses incurred in pursuance of
the business of the corporation as authoreretpre-approvedhe board.

When a project is approved and assigned to a director or member, the board establishes a
project budget. Expenditures may then be enathin the project budget without specific
board authorization of individual purchases. The secréteagurer, however, must be

notified of any expenditure before any funds are obligated, to ensure that the expenditure is
within budgetary parameters.

Board members may not individually assign work to staff members that are beyond the scope
of their usual and routine duties, especially if it is likely that overtime will be required to
accomplish both routine duties and the special work.

To ensure thatteorney expenses are controlled, the corporate attorney may be contacted only
with the preapproval of the President or by board vote. Any board member may contact the
corporate attorney at their own expense.

Board members receive no direct compensatiothier services, nor do they receive
mileage reimbursement for travel within Bayshore.

Board members may be reimbursed for office segplitilized for club businesRequests
for reimbursement are made to the secreti@gsurer and are gebt to budgedry
constraintslt is preferablehat members request that twrporationfurnish or replace such
supplies.

The secretarreasurer is responsible for reporting potential abuses, budgetary overruns, and
irregularities to the president and to the bazrdirectors.

(Ref. Articles of Incorporation Art 111, Art VI, Bylaws Art Il & V, ORS 65.357 & 65.369)
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Ethical Standards for Members of the Board of Directors

1.

Board members act as representatives of the members of the corporation, and thestfore mu
adhere to the highest ethical standards in the conduct of Beach Club business.

No individual board member may speak for or act on behalf of the board or corporation
except as authorized to do so by official board action as recorded in the officiadsninut
guidelines, or policies of the organization.

Board members are expected to meticuloaemply with C&Rs, architectural guidelines,
and other community rules.

Board members may not take official actions that may result in financial benefit for the
memler, the member's relatives or a business with which the member or the member's
relatives are associated. The board member must publicly declare any direct or indirect
conflict of interest prior to discussion, recommendation, vote or other official axtian
issue.(See ORS 65.361 for detailed discussion.) Conflict of interest does not apply to

situations where all the members of the board are affected to the same degree, as in setting
annual dues.

Board members may not use or attempt to use theiigposr office to obtain financial gain

or avoidance of financial detriment that would not otherwise be available. Examples
include: accepting cash or a promise of a job in return for a certain vote or administrative
decision; using club supplies or éguent for personal purposes; using confidential
information obtained because of official position for personal financial gain; and asking or
allowing paid staff to do personal tasks. Accepting reimbursement of expenses is
permissible.

Board members amected and/or appointed to represent the members of their division
and/or appointed divisions of the organization as a whole. They are expected to place the
interests of the community above their personal interests and those of other individuals or
groyps, and make rational decisions based on the needs of the community. To accomplish
positive change and maintain the integrity of the organization, communication, negotiation,
and compromise are key attributes.

Board members are expected to respect tha@apof other members and accept the
principle of majority rule in board decisions. They ddaeserve judment until all facts are
known and/or points of view expressed.

Board members are expected to behave in a professional manner when dealing with
directors, members, staff, and others while involved in Beach Club concerns. Substantiated
incidents of profanity, out of control behavior, verbal or physical threats, or other
unprofessional behavior are grounds for removal.

(Ref ORS 65.357, 65.369, 657)
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Election of Directors and Voting

Election of the Board of Directors
1. The election is held at the annual members meeting. There may be no more than two

directors from any single division, and all divisions are represented if posBit®ed
members serve staggered three year terms, with three positions up for election each year.
Board members may not serve more than two consecutive terms.

The nominating committee is responsible for providing a slate of candidates.
nominating committee policy.) All members in good standing are eligible for nomination
All candidates must read the board policies and procedures andratteising that they

understand the responsibilities of the board and agree to serve. Deleted: unless they are fom a division that is

already represented by two board members whos
X . ) . . terms are not expiring
Persons appointed to the board to fill vacancies serve only until the next annual meeting ana

must then run for election if they wish to continue to serve on the board.

Candidates are placed on the ballot in alphabetical order, and the membership is directed to
select as many candidates as there are vacancies.

During the annual meeting, nominations from the floor for the board of directors are solicited

. The nominees must be present and agree to serve. They may briefly
introduce themselves to the membership, and are given an opportunity to review the board
policies and procedures. The nominees must attest in writing that they have reaitige pol
and procedures and understand the responsibilities of the board.

Once nominations are closed >the ballots are
and vote counting commences

If there is any division witbut representation, the nominee from that division who receives
the most votes is selected to fill the first board vacancy. If only one nominee from an un
represented division is on the slate, that nominee is automatically selected. Once all
divisions ae represented by one board member, any remaining board positions are filled by
popular vote. The nominees who received the highest number of votes are selected unless
there are already two board members from that division. If so, remaining nominegiseftom
division are not eligible for election, and the nominee with the next highest number of votes
is selected. The longest terms are filled by the candidates with the highest total votes

Voting Procedures

1.

Voting may take place in conjunction with ammeersO meeting or by written ballot alone
Electionof the board of directors may only take place in conjunction with the annual
meeting.

Prior to any vote, members must be provided with at least 10 days notice before ballots are
mailed. The notice mustate the general subject matter of the \&#erecy procedureand

the date after which ballots may be distribufBae written ballot must be accompanied by a
secrecy envelope, a return identification envelope, and instructions for marking anehgeturni
the ballot

Eachmembelis mailed one ballot/proxy for each lot owned not less fiftaor more than

fifty days prior to the annual or special members® meeting or the specified voting deadline.
There isa 30day cutoff for ownership tansferdefore ag election.The mailing must

include a statement indicating the number of total votes and/or percentage of votes required
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10.

11.

12.

to meet a quorum and/or approve any proposals on the ballot, and must indicate the date on
which all ballots must be returned to beioted.

Any amendments to the articles of incorporation require the affirmative vote of é2/2a$t
those voting or a simple majority of all members, whichever is Aesendments to the
articles of incorporation may be proposed by the board or leasit 30% of the owners.

Any amendments to the bylaws require a-thiods majority vote of the members present in
person or by proxyBylaws may also be amended by the boArd; amendments require the
affirmative vote of at least twithirds of all membies.

Any modification, closure, removal, elimination, or discontinuance other than on a temporary
basis of any swimming pool, spa or recreation or community building requires an affirmative
vote by a majority of voting members.

Each member may desiggeanother member as a proxyhélproxy is void unless a member
is designated or the board has formally votesiujpport specific candidate(s).

If voting is to take place at an annual or special membersO meeting, the corporate secretary is
responsible formisting members to assist at the annual meeting, for coordinating the check

in and voting processes, for voting undesignated proxy ballots, for submitting the voting
election results to the president, and for filing all voting papers with the seetrei@syrer.

If the corporate secretary is running foralection or will be absent, he/she must resign as
corporate secretary at least one month prior to the annual meeting. The board then elects
another member who is not running foralection to servedi the remainder of the year. If

the corporate secretary will be absent from the meeting, another board member is appointed
to serve as corporate secretary during the meeting.

Within five days of an annual or special members® meeting, the corporaarysaaaat

least two members may open mailed or hand delivered ballots, ensure that correct
membership numbers are written on the ballots, mark the ballots as eligible for vote
counting, and note on the membership lists that the member has voted. kdlyiog may

take place. Any errors or inconsistencies on a ballot that would invalidate it may be noted,
but the member may not be contacted to correct the ballot. The opened ballots are placed in
an envelope that is sealed, dated, and signed bydhp.giThe envelope is stored in the

locked ballot box and is not opened again until vote counting commences. Mailed ballots
must be received the day before the meeting. Written ballots may not be revoked.

Upon arrival at an annual or special membereéling, all members must check in at the
voting tables. The membership list is checked to ensure that a ballot was not previously
received. The membership number is marked off the membership list and the ballot is
marked eligible for counting. The batlis then returned to the member. If a member does
not bring the ballot, a replacement may be provided.

The vote or proxy of a lot may be exercised by-@woer in absence of protest by another
co-owner. If the ceowners cannot agree, the votelwd tot is disregarded completely. A
valid court order may establish the right ofmenersO authority to vote.

An owner may not revoke a proxy except by actual notice of revocation to the presiding
officer or the board of directors. A proxy is not vafidot dated, and terminates within one
year after its date unless a shorter term is specified.

. If any voting has been done on a ballot, it is considered completed and is not eligible for
proxy voting by the corporate secretary.
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13. Once vote countingaenmences, no additional ballots or changes are accepted. The corporate
secretary and at least four members are responsible for counting the votes. Once a final tally
is achieved, results are announced.

14. The corporate secretary is responsible for notifgirggpresident of the voting results. All
ballots and tally sheets are immediately secured by the seetretasyrer in the office.

15. Any member or director may observe the counting of the votes, but other than those persons
designated in item 13, no persmay participate in or otherwise interfere with the process of
counting the votes.

(ref;  Standing Rules for Election of Bayshore Directors, 1/94;Bylaws Art Il & Art IV ORS
Chapter 94.650, 94.6880,0RS 65.4640RS 65.201 atsq)
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Meetings ard Meeting Minutes

Meetings of the Members

1.

The Annual Meeting of the members is held on the third Saturday in May. Board elections
are held at the annual meeting.

Special member meetings may be called by the president, the board, or at the request of te
percent of the members. Business transacted at special meetings is confined to the purposes
stated in the notice.

All members are notified of member meetings in writing no less

than 20 omore than 50 days in advan@ée notce must state the time and place of the
meeting and the items on the agenda, including the general nature of any proposed
amendment to the declarations or bylaws, any budget changes or any proposal to remove a

director or officer

Deleted:

The president presideser all member meetings. Meetings are conducted according to
Roberts Rules of Order.

A minimum of fifty members, present or represented by written proxy at the beginning of the
meeting, constitutes a quorum and allows the transaction of business.

All member meetings are open to the entire membership. Members who wish to have
business placed on the agenda are requested to infofboithe office
at least 14 days before the meeting.

Regular Board of Directors Meetings

1.

Regular lnard meetings are held on the third Saturday of July, September, November,
January, March, and April. An organizational meeting is held immediately after the Annual
Meeting in May.

All board meetings are open to the membership, and members may redpgeshtthe

agenda and address the board by notifying the office at least 14 days before the meeting.
Lengths of presentations may be limited by the board to allow time for all regular business to
be conducted in the time allotted for the meeting. Thedowary decide to defer-depth
discussion of issues brought up by members. The issue is rescheduled for a future meeting
with scheduling consideration being given to the topicOs priority and immediacy, time needed
to prepare for discussion, and lengthiofe required to adequately address the issue.

At regular meetings, input from members who have not requested to be on the agenda may
be restricted to enable the board to conduct necessary regular business in the time allotted.

Executive sessions max eld to discuss issues requiring confidentiality. The board must

vote in an open meeting whether to meet in executive session, and the president must state
the general nature of the action to be considered and when and under what circumstances the
deliberations can be disclosed to owners. The statement, motion or decision to meet in
executive session must be included in the minutes.

The following matters may be considered in executive session:
¥ Consultation with legal counsel concerning the rightsduties of the association
regarding existing or potential litigation or criminal matters
¥ Personnel matters, including salary negotiations and employee discipline
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¥ Negotiation of contracts with third parties
¥ Collection of unpaid assessments

Attendance of mbers and employees is by invitation only. Executive sessions are for
discussion purposes only, and minutes are not required. No decisions or votes may occur
during executive sessio.he board must reconvene in open meeting and vote on the
contract oraction, which must be reasonably identified in the open meeting and included

in the minutes.

Working Board of Directors Meetings
1. Working meetings are held as deemed necessary and are scheduled at least 2 weeks in
advance by verbal or written notice to Bflard of Directors members.

2. Meeting notice is posted on the office door at least three days in advance and as early as
possible along with any available agenda topics. Members are welcome to attend and
observe, but may not participate unless specifigallited to do so.

3. Executive sessions may be held as previously cited.

Special Board of Directors Meetings

1. Special board meetings may be called by the president or the board. All board members
must be notified at least seven days in advance; this notigebe waived in writing. Any
waivers must be filed with the minutes.

2. Emergency meetings may be held without notice if the reason for the emergency is stated in
the minutes. Emergency meetings may be conducted by telephonic communication.

3. Member partigation and executive sessions are the same as for working board meetings.

Minutes

1. Minutes are kept of all member meetings and regular, working, and special board meetings.
Minutes must include an attendance roster, a general description of topicseisand
details of all motions made and votes conducted.

2. Action may be taken by the board without a meeting as long as the action is taken by all the
members of the board of directors, as outlined in ORS 65.341. The action must be evidenced
by written @nsent describing the action taken and signed by each director. The action is
included in the official corporation records and posted in the club along with meeting
minutes.

(Ref, Bylaws Art 11l & IV, ORS 65.201 e$qy., ORS 65.337 et seq, ORS 94.540
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B-7
Board Agendas and Meetings

CREATING A TIME LINE FOR DEVELOPING BOARD AGENDAS; AND MANAGING
BOARD MEETINGS

Step One: Board Secretary
Board Chair

The Board Secretary brings forward all open issues and notifies the Chair and other Difébtize o
issues approximately four weeks prior to a regular meeting. The Chair and the Board Secretary, working
together, formulate an initial agenda.

Step Two: Remaining Directors
Committee Chairs

Directors and Committee Chairs wishing to contriltotéhis process contact the Board Secretary; Board
Secretary forwards communication to Chair. Communications should be in writing, even if agenda
request is for oral presentation. This process should take no more than one week and gives ample time to
al Directors and Committee Chairs to contribute old or new items. Directors and Committee Chairs do

not have to wait for this process to begin; they may submit requests for scheidalinding all

supporting documentaticat any time up to three weeksqy to the next meeting.

Step Three: Board Secretary
Board Chair

Board Secretary and Chair work together so that at about three weeks prior to the meeting, the Board
Secretary has a tentative agenda to distribute to Directors. The Board Setisttémytes the tentative
agenda, absent supporting documentation, to all Board members. If a Board member has objections or
questions regarding agenda, the member contacts the Chair. The Chair resolves all objections or
questions and forwards agenddte Board Secretary.

Step Four: Board Secretary
Corporate Secretary

Board Secretary and Corporate Secretary work together to format and assemble the final agenda, all
supporting documentation, committee and Director reports, etc. This procaekbtsie no more than

one week. Corporate Secretary then notifies Directors that packets are available. Directors should have
about two weeks prior to meeting to receive and review materials. Directors who are not at Bayshore, but
plan on attending Bard meetings, must make arrangements with Corporate Secretary to receive

materials.

Prioritizing Meeting ltems and Running Better Meetings

The agenda developing process has to be open to all Directors, at least to the degree that a Director wants
to actively participate. However, it is not feasible to have all Directors involved when requests are made
for Board time by nomimembers. Outside inquiries can easily belirected to a committee, to an officer

or Director who is available to Otake a megn If a Director(s) thinks the Board would have a genuine
interest in the inquiry, follow the procedure to request time on the next available agenda.

CommitteeOs should also consider whether special presentations are really necessary at Board meetings.
Determine an allotment of time for committee reports & presentations. Let them use their time however
they see fit.

Member comments are available at the end of regular scheduled Board meetings, time permitting.
Members will be given a time limit of 3imutes. This is not a forum for open discussion, and a response
to member comments is not required of the Board.
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The Bayshore Board of Directors encourages all members to attend Board meetings with the reminder
that these meetings are not OmemberO meetind therefore, participation from the floor is not
appropriate. Chair needs to enforce!

Pages 1718 added pursuant to BOD action 10.20.09
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Education of the Board of Directors B-8

Board Candidates

1. Any menber who accepts a nomination or applies for appointment to the board is required to
read and sign acknowledgement of the policies relating to the board of directors prior to
being placed on the ballot or considered for appointment.

2. Potential board membease encouraged to review meeting minutes and financial reports and
ask any questions they may have so they may make a fully informed decision regarding the
commitment they are making regarding board membership.

New Board Member Orientation

1. Within two montfs of election or appointment to the Board, members are expected to review
the materials provided in the orientation packet.

2. An orientation packet is provided including the following;

Current year's budget

Last yearOs monthly minutes

ORS Chapter 65

Board and all committee policies & procedures

Bylaws, C&ROs, Articles of Incorporation, and Guidelines for Determinations
Job descriptions

Long term strategic planning documents

Last 3 issues of the Bayshore Breeze

MMUOUO®»

3. References are loaned (and can beerbps requested) to include:

A. Archived meeting minutes
B. Oregon NorProfit Corporation Handbook
C. Financial reports
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Financial Control Procedures

These procedures are intended to assure that the Approved Budget is actively used in all
spending decisia The only way to assure effective Financial Controls is to have the expense
approved prior to spending the money. Spending the money first, and then checking the Budget,
is inappropriate. These procedures apply to both Expenses and Capital Expenditures.

Roles and Responsibilities

The Board will select a Board Member to serveBaslget Coordinator. This person has the
following responsibilities:

I Identify potential budget overruns.

I Approve nonrepeating expenditures within the limits of these guidelines.

I Communicé#e the status of the Budget ¥stuals throughout the fiscal year.

I Revise the Budget as needed and communicate these revisions to the Board. Board
approval may be needed for these revisions as outlined in this procedure and the Bylaws.

I Serves a Board liaison to the Budget Committee.

The Secretary-Treasurer has the following responsibilities:

I Identify potential budget overruns.

I Make recommendations for revisions to the budget.

I Verify that a requested expense is within the budget limits.

I Approve repeating expenses such as utilities and salary.

I Preparemonthly financial reports including Statement of Financial Position
(Comparative Balance Sheet) and Profit and Loss Budget to Actual Comparison and
distribute to the Board members and membeth@Budget Committee.

I Review Aging Reports for Accounts Payable and Accounts Receivable on a monthly
basis.

I Assist the Budget Committee in preparation of the Budget.

TheBoard has the following responsibilities:

I Approve the original budget.

I Approve emggency expenditures as defined in the Bylaws.
I Approve any major revisions as defined in this procedure.
I Review financial reports on a monthly basis.

Approval of Expenses

If the Expense item is included in the Approved Budget:
¥ No further approval is regled.

If the Expense item exceeds the amount in the Approved Budget or the Expense item is NOT
included in the Approved Budget:

¥ If the item is under $100, Budget Coordinator must approve prior to the expense
occurring.
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¥ If the item is over $100, and thefunds are available in another item or in the

Contingency, the Budget Coordinator and the President must approve prior to the
expense occurring.

¥ If the item isover $100, and the funds are NOT available in another item or in the
Contingency, the Board muapprove the expense.

Approval of Budget Revisions

The Board must approve any revisions that alter the Total Income, Total Cash Disbursements or
Total Capital Projects.

If the Income iexceedinghe estimates during the year:

¥ The difference may bepent on either Cash Disbursements or Capital Projects. The
Board must approve these revisions in the Approved Budget.

If the Income is fallinghortof the estimates during the year:

¥ The expenses should be reduced to reflect this change if possthke ekpenses cannot

be reduced, the Board must approve these revisions in the Approved Budget and a
transfer from the Reserve Fund.

If additional Capital Project expenditures are required for an emergency, that is, for the
protection of club property dnterests:

¥ The majority of the Board must approve these revisions in the Approved Budget and a
transfer from the Reserve Fund.

(Ref; Bylaws Art V, ORS 94.630 & 94.645)
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C1

Planning Committee

Membership
1. The committee consists of three to fivemimers who are property owners in good standing.
Volunteers areappointechby the board
y
2. Members shall not be active contractors or realtors, by profession, or persons having busin. Peleted: approved
interest located in Bayshore, due to conflict of interest.
3. The members should have varying backgrounds amatdrested in carrying out and
enforcing theGuidelines for Determinatioand any amendmenits the C&Rs or Guidelines.
4. Members should he the ability to read plans, havermokvledge of constructioand zoning
laws, understand laws, and have the ability terpret and apply thBylaws, and
Guidelines for Determination.
5. Members should expect to contribute from four to eight hours ahmont
6. All members receive an informational packet containing the following:

Policies and procedures of the committee

Committee membersO name, address, and phone number
Bayshore Road District members® namephone number
Board members® name, address, and phone number
Bayshore planned events calendar

Bayshore division maps

Bayshore guidelines for determination|/uding all amendments
Bayshore Cognants and Restrictions

BuilderOs checklist for new and remodel construction

Letter to excavating contractors, dated 4/10/03

Letter from the Bayshore Road District, dated 3/12/03

Letter regarding installation of culverts, dated 6/7/99
Finesystem andchedile of fines

Any other printed information developed to aid in decision making.

J

JimmyG 11/3/07 1:34 PM

Deleted: terms and conditions of the various
Declarations of the C & Rs

Deleted: .

\ J

JimmyG 11/3/07 1:38 PM

Deleted: Planning committee responsibilities an:
guidelines

JimmyG 11/3/07 1:40 PM
Deleted: Modifications of guidelines for
determination, date 4/28/03

7. Members will use plat maps, zoning and building requirements, Bayshore ownership records,

and archived plans to aid ifischarginctheir responsibilities.

Chairperson

1.

Thechairperson is elected by a majority vote of the committee members and should have an

extersive knowledge of the bylawand Guidelines for Determination.
The chairperson should expect to contribute from eight to sixteen hours per month.

The chairpersoreports to the board arhallbe the liaison between the committee and the
board.

The chairperson calls meetings, coordinates the activities of the committee, and reports
committee activities and status to the board. He/she works closely wiffiteemanager to
ensure that completed paperwork is mailed to the property owner and office files are
maintained
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5. The chairperson provides informational packets to newly appointed members and provides
needed training.

Meetings

1. The committee meets kast twice a month to review buildingaps, building modifications,
C&R violations and any otheequired items to enforce ti@XRs..

2. A majority of the membership shall constitute a quorum, which is required for all formal
actions taken by the commigte

3. MeetingMinutes including attendance and actions taken are recorded and retained in the
office.

Duties & Responsibilities

1. Carry out and enforce Atrticle 1, Article,IEection 3 of Article Il and Section 2 of Article V
of the Covenants and Restiiis

JimmyG 11/3/07 1:56 PM

2. Approve in writing applications for lot and building improvements after reviewing plans for | peleted: , using the Guidelines for Determinatiol
accuracy and completeness. for clarification

3. Monitor all Bayshore divisions for C & R construction violations aatify property owners
of violations in writing.

4. Communicate wittall parties to a complaii@nd maintain a master log of violationsd “

resolutions JimmyG 11/3/07 2:02 PM
Formatted: Bullets and Numbering

5. Forward norcompliance issues to the board. JimmyG 11/3/07 2:01 PM
Deleted: complainants

Ethical Standards

1. Members are expected to deerything in their poweto carry out and enforce the C&Rs and
to keep the C&s as the foundation of all tasks they perform.

2. Members act as representatives of the board, and therefore must adhere to the highest ethical
standards in the conduct of BedClub business. They are expette meticulously comply
with C&Rs, Guidelines for Determination, and other community rules.

3. Members may not take actions that may result in financial benefit, must declare any direct or
indirect conflict of interest priaio discussion, recommendation, vote or other action on an
issue.

4. Members are expected to behave in a professional manner when dealing with property
owners, contractors, Board of Directors, the staff and each other.

(Ref; Bylaws Art \)
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Budget Commitee

Membership

1. The committee consists of three or more members in good standing. Volunteers are
by the board

Deleted: approved

2. The members should have varnyinackgrounds including but not limited to knowledge of
accounting, purchasing, construction costs, and fiscal responsibility. They should be able to
analyze financial documents.

3. Members should expect to contribute from two to four hours a month.

4. All members receive an informational packet containing the following:
Committee and board financial policies and procedures
Current and prior fiscal year financial statements

Current and prior fiscal year approved budgets

Committee members® name, address, ana phuonber

Board members® name, address and phone number

Any longterm financial planning and goal setting documents

KK K K K K

Duties & Responsibilities

1. Prepares the fiscal year budget for board approval, analyzing present and forecasting future
capital improvemestand operational costs.

2. Reviews monthly financial reports and helps guide the board through the implementation of
and compliance with the adopted budget.

3. Provides accounting training and backup for the secréteagurer.

4. Works closely with the secretatreasurer anéacilities manageto see that the budget is
adhered to, and provides assistance in purchasing and inspection of contract work.

5. Solicits proposals for audit and tax preparation services, and serves as liaison between the
board and the engad auditor.

6. Works closely with the board to ensure financial integrity.

Ethical Standards

1. Members are expected to do everything in their power to keep operating and capital
expenditures as cost effective as possible.

2. Members are expected to keep the sesttl desires of the membership at the heart of all
tasks performed.

3. Members act as representatives of the board, and therefore must adhere to the highest ethical
standards in the conduct of Beach Club business.

4. Members may not take actions that may reisufinancial benefit, must declare any direct or
indirect conflict of interest prior to discussion, recommendation, vote or other action on an
issue.(See ORS 65.361 for detailed discussion.)

5. Members are expected to behave in a professional mannerdebkng with property
owners, board members, the staff and each other.
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Chairperson

1. Achairperson is elected by a majority vote of the committee members, and shouid have

least minimal experiercin financial operations
. . . Deleted: an extensive accounting background
2. The chairperson should expect to contribute from five to ten hours per month. (preferably a CPA)

3. The chairperson reports to the board atichl be the liaison between the committee and the

board.

| Deleted: may )

4. The chairperson calls meetings, coordinatesathigities of the committee, and reports ) )
committee activities and status to the board.

5. The chairperson presents and recommends budgets for board approval.

6. The chairperson distributes informational packets to newly appointed members and provides
neededraining.

Meetings

1. The committee meets as needed to review financial information and formulate budgets and
long-range planning documents.

2. A majority of the membership constitutes a quorum, which is required for all formal actions
taken by the committee.

3. Meeting minutes including attendance and actions taken are recorded and retained in the
office.

(Ref; Bylaws Art V, ORS 94.630 & 94.645)
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Nominating Committee

Membership

1. The committee consists of one member of the board of directors and tweenseahlarge in
good standing

2. Committee members are selected each year. The board member is selected dnyl thiecho

cannot be the president 'Dhe two
members at large are voluntegrs by the board.
3. Members must be selected not less than 90 days before the annual meeting. Deleted: approved

4. Members should expect to contribute four to eight hours per month during the duration of the
nomination process.

5. All members receive an informational packettoning the following:
Nominating committee policy
Policies and procedures related to the board of directors
Acknowledgement form for candidateOs signature and statement
List of Bayshore members by division with address and phone numbers.

Chairperson

1. Thechairperson is elected by a majority vote of the committee members and reports to the
board.

2. The chairperson calls meetings, coordinates the activities of the committee, and reports
committee activities and status to the board.

Meetings

1. The committee dermines the meeting dates and times. The slate of candidates must be
presented at the April board meeting.

2. A majority of the membership constitutes a quorum, which is required for all formal
decisions taken by the committee.

Duties and Responsibilities

1. Members seek candidates from divisions that will have one or zero representatives. There
cannot be more than two directors from any one division and directors cannot serve more
than two consecutive terms. All seven Bayshore divisions should be repdesetie
board, if possible.

2. Members must verify that candidates are Bayshore members in good standing.

3. Members must select candidates that have the experience and skills needed to be productive
directors, including knowledge of the Bylaws and CovenanReatrictions, good
communication skills, the ability to collaborate in decision making and the willingness to get
involved.

4. Members should meet with candidates to find out the prospectOs interests and time
commitments. Directors are expected to perfdrenduties and responsibilities outlined in
the board policies and procedures, including attending scheduled meetings, serving as
committee liaisons, and reviewing meeting packets prior to each board meeting.
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Membersof the committeenustbe openwith the candidates regardirthe organizationOs

strengths and weaknesses. JimmyG 11/3/07 8:42 AM
Deleted: should )

Members must provide each candidate with a copy of the policies and procedures that app
to the board of directors and an acknowledgement form for the candidateOs sigdature @ | peleted: honest
statement. The candidatesO statements are sent to the membership with. thédyallot

meeting with prospective candidates, the committee selects the slate of candidates and
presents the slate to the board at the April board meeting.

Ethical Standards

1.

Members are expected to do everything in their power to carry out the responsibilities of the
committee.

Members act as representatives of the board, and therefore must adhere to the highest ethical
standards in the conduct of Beach Club business.

Members may not take actions that may result in financial benefit, and must declare any
direct or indirect conflict of interest prior to discussion or recommendation.

(RefBylaws Art 1X)
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Social and Welcoming Committee

Duties and Responsibilities

The Social Committee will determine frequency of events, possible event themes, dZcor, menu,
entertainment and prizes based upon available funds. Members of Bayshore may request certain
events be held and assist with preparation and holding the event. Gegrimtb be in control of

the facilities for the event.

Theme and estimated cost for each event shall be part of the annual budget planning process for
submission to and appral of the Board of Directorgiscal responsibility must be exercised

while carefully balancing the enjoyment of the homeowneéth the cost of each everithe

committee may spend their allotted budget without further approval from the board.

Door prizes shall be purchased rather than solicited. If a member or ménclegrendatly
offersto donate a door prize, it can be accepted for the event.

Committee membersO event responsibilities include but are not limited to: shopping for food,
decorations and door prizes; decorating the club house and tables; overseeing allfagects o
event including music, entertainment and door prize drawings; andugeaitables and

kitchen.

Meetings
The committee is ad hoc and meets as needed to effectively plan events.

Membership
1. The committee consists of members who are property owngood standing.
2. The members should be interested in decorating, art, music, food, and social activities.

3. Members should be willing to make a commitment to the success of the committee and
committeesponsored activities by contributing the time requftrdevent planning, setting
up, event cleatp and any other evenglated activities.

4. All members receive an informational packet containing the following:
Policies and procedures of the committee
Committee membersO names, addresses, and phone number
Planned events calendar

Committee Officers
Officers are elected by a majority vote of the committee members.

Chairperson

1. This member chairs meetings and is responsible for the overall organization of the committee
and the coordination of event activities

2. The chair provides annual and special budget requests to the Board of Directors, has overall
responsibility for the budget, and may act as Treasurer.

3. The chair represents the committee at board meetings and provides information regarding
committee advities, upcoming events and budget.

Approved BOD Action November 15, 2008-(except where noted) 28



Vice Chair

1. Inthe absence of the chairperson, this member assumes all duties and responsibilities of the
chairperson

Secretary
1. Asrequested, the secretary shall prepare meeting agendas.

2. The secretary shall take miesgtof all social committee meetings for distribution to the
committee members and the Bayshore Office.

3. The secretary provides information packets to new committee members.

Treasurer
The chair may act as treasurer or request the election of a treastirergogup.

1. The treasurer is responsible for tracking all social committee expenditures and assuring the
budget is adhered to.

2. The treasurer reviews all receipts before approving them for reimbursement by Bayshore
Beach Club.

3. The treasurer provides budgeports at each Social Committee meeting.

4. Estimated costs shall be monitored during the event process. Purchases which are not
approved by the treasurer or chairperson or a majority vote of the Social Committee shall be
considered donations. Receiptsif@mbursement shall be provided to the treasurer for
approval and budget tracking purposes. The treasurer shall maintain copies of receipts as
part of committee records. After approval for reimbursement, the committee member shall
submit the original rezipt to the Beach Club office for reimbursement.

5. Actual expenditures shall be reviewed at the earliest committee meeting following the
scheduled event.

Subcommittee-Welcoming Committee

1. Members of this subcommittee provide Welcome Packets to newrfyropeners. If the
new property owner lives in Bayshore, the packet is personally delivered and they are
welcomed to the community. If the new property owner does not live in the Bayshore
residence, the packet is provided to the Bayshore Office fomgaili

2. Names and address of new property owners are obtained from the Bayshore office.

3. These members are responsible for the contents of the Welcome Packets . The packets
should be brought to the Social Committee at least annually for review or revision

4. Records are kept of the number of packets delivered and mailed and reported on at each
Social Committee meeting.

Board Liaison

This member of the Bayshore Board is the liaison between the committee and the board and is an
active member of the social comteg.

Ethical Standards

1. Members act as representatives of the board and therefore must adhere to the highest ethical
standards in the conduct of Beach Club business.

2. Members may not take actions that may result in financial benefit, must declare angrdirect
indirect conflict of interest prior to discussion, recommendation, vote or other action on an
issue.
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3. Members are expected to behave in a professional manner when dealing with property
owners, the business communBgard ofDirectors, the staff and el other.

(Ref; Bylaws Art | & Articles of Incorporation Art IIl)
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Management of Tree Height Complaints

1. This process is undertaken in the spirit of neighborliness. All parties are encouraged to
participate in negotiation so that the view issfatitorily restored while the trees are
preserved to the greatest extent possible

2. When a written complaint concerning the height of trees, shrubs, and/or plants (hereafter
referred to as OtreesO) is received by the @oigo it is forwarded to th€laming
Committeefor action.

3. The Planning Committee is responsible for scheduling asitermeeting with the
complainant and at least three committee and/or board members. The chosen attendees may
not have a personal interest in the decision

4. Atthe meeting, the complainant is asked to specifically identify the offending trees. The
committee members verify that the trees are blocking a scenic view or inhibiting sunlight and
that the trees are not original. Picturemyrbe taken for illustratiomhe mmmittee members
then determine the desired action to be taken (tree topping, shrub pruning, etc.) and the tree
height that will restore and preserve the view.

5. The committee is then responsible for notifying the property owner(s) involved of the desired

adion and requested completion date. The property owner(s) are further informed of their
right to appeal the committeeOs decision to the board of directors.
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Height Variance Procedure

1. Determinations will be on an individual lot basis.
2. Far detailed requirements for a height variance refer to Guidelines for height exceptions.

3. Notification and Application Fee.
¥ Height Variance requests submitted by the propastyer/builder must be followed by
written notification sent by the Planni@pmmittee to alproperty owners within 300
feet of the applicant@ lines. An application fee shall be assessed to cover the handling
and notification expenses by tRéanning Committee.

4. The Planning Committee shall hear the request no soonmeBthdays after the mailing, at the
next regularly scheduled Planning Committee meeting.

5. Time Limit & Restrictions
¥ Height Variance approvals shall be valid for a pedbd20 days from date of issue
unless constructionas commenced during theng.Height Variance approvals are not
transferable or sellable; and are null and void if property is sold.

6. If an approval expires, the applicant shall be required-sulbenit an application in
accordance with thegpiidelines.
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Appeal of Planning Committee Decisions

1.

Any final, writtendecision made by Planning Committee may be appealed to the board of
directors for reconsiderationThe appeal may only be made by or on behalf of a member
who was a party to the original matter and who is adwesesielcted by the decision. The
appeal must be made within 60 days of issuance of a final written decision

To file an appeal, the involved member must notify the Board in writing. Appeals may be
made by physical delivery of the notice to the office managby placing the notice in first

class mail addressed to the Board. The appeal request must be rbgehe@oarcht least

14 days prior to a regular or special meeting to be placed on the agenda. Failure to file within
the 14 day period shall noefibat an appeal, but the appeal shall be heard at the next

available regular or special meeting of the Board.

The appeal notice should contain a copy of the final written decision of the issuing
committee, written arguments by the member for amendindetision and proposed

resolution of the issues involved. On receipt of the appeal notice, the President will direct the
office manager to notifghe PlanningCommitteeof the appeadnd requesthe committee to
provide any pertinent written material to ineluded in the board packet, as is any material
provided by the member filing the appeal.

Both the appealing member and representative(s) of the comartteequested by written
direction of the Presided attend the meeting ggive testimony. Botlparties may present
written testimony in lieu of or in addition to verbal testimony. Third party testimony may be
permitted at the discretion of tReesident.

Once the board has heard the evidence, a decision is made to uphold, modify, or reverse the
committee decision. The board decision is final.

A copy ofthe board decision is providéalthe committeeandthe memberA copy of the
decision shall be maintained in the memberQs file
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E1l
Relating to Employees

PersonnelPolicy
GENERAL

This policy is designed to provide working guidelines for personnel in th¢oddgy administration of
the corporation and to provide employees an understanding of what is expected of them, and to ensure
consistent, fair and uniform treatment of employees.

Bayshore Beach Club reserves the right to change these policies and procedures at any time. These
policies and procedures do not and are not intended to confer any property right in continued
employmentto constitute an express or implied contract, or to give rise to a binding past practice under
any collective bargaining agreement.

Employees and the corporation reserve the right to end the employment relationship, with or without
cause, at any time.

PERSONNEL ADMINISTRATION

The board of directors has authority over all matters of personnel administration through
adoption and implementation of the budget, pay plans, and motions/resolutions adopting and/or
amending the personnel policy and job diggions.

The Presidentf the Corporation is the primary supervisor for all paid employees. The President
may delegate his supervisory duties from time to time to another member of the BOD upon
written notice to the BOD and to the affected employ@esded pursuant to BOD action

10.17.09)

APPOINTMENTS and QUALIFICATIONS

Job announcements are made for any vacant position. The announcement includes the title and
salary range of the position, the nature of dyser$ormedqualification requirements anket

time and place to apply. Job announcements are posted on the club bulletin board and may be
published in newspapers and the employment office. Job announcements are posted a minimum
of five working days prior to the closing date.

Applications are avtable in the office. Applicants must complete the application form and any
required supplemental materialithin the time period specified in the job announcement.

Selection criteria and procedures are based solely erejated knowledge, skillgbilities,

experience, education, training, and, when appropriate, prior demonstrated performance,
aptitude, and character. Based on the results of the selection process, applicants are selected for
an employment interview.

NEW HIRES

Upon appointmentheimmediate supervisas responsible for orientation of new employees.
Orientation includes organization and services, work rules, personnel policies, completion of
payroll forms, and introduction to other personnel.

New and rehired employees serverabationary period dhree montheommencing with their

first day of employment. Probation is part of the selection process used to confirm the initial
employment decision and to reject those whose performance is not satisfactory. During this
evaluaion period, the employee and the corporation have an opportunity to determine whether
further employment is appropriate.
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Bayshore can extend the duration of the probationary period up to six additional months if, in its
discretion, it determines that suah extension is appropriate. The employment relationship can
be terminated by the employee or the corporation at any time during the probationary period for
any reason. An employee who successfully completes the probationary period is naotified in
writing that he or she has become a regular employee.

EMPLOYEE STATUS

Regular Employee: An employee who regularly works an agreed upon schedule on a continuing
basis.

Temporary Employee: Employees holding jobs of limited duration arising out of seasonal or
special work needs. Temporary employees do not receive employee benefits.

All regular employees are hired for an unspecified duration. Employment is at the mutual
consent of the employee and the corporation. Accordingly, either the employee or the
corporation can end the employment relationship at any time, in accordance with procedures.
Discipline and discharge may occur subject to policies and procedures.

PERSONNEL RECORDS

Employee personnel records are maintained byffiee manager. Ithere § a change of name,
address, telephone number, marital status, or number of dependentfice¢h@anageshould
be notified.

Documents may not be removed from a personnel file, except pursuant to a determination by the
supervisor that each particularadmnent is not accurate, or is no longer relevant or timely to any
personnel or performance n&tt Any document removed must destroyed.

No material of a negative or derogatory nature is placed in an employee's file unless the
employee has had an oppority to review the material. Employees may be allowed to include
in their personnel file any material deemed relevant to job qualifications or performance, in the
judgment of the corporation. Employees may inspect and review their personnel filedingxcl
confidential reports from previous employers. Employees may protest, or comment upon, in
writing, any materials placed in their personnel file. Such protest/comments are placed in the
personnel file.

Information regarding an employee's addresglephione number may not be released under any
circumstance without the approval of the employee. Work history, performasatanes are
not given over the telephone. Only employment dates and job title may be released verbally.

Verification of employnent or requests for salary or performance information must be in writing,
signed by the employee, authorizing release of specific information.

A representative of the board of directors reviews all personnel files at least every three years for
material eflecting caution, warning, admonishment, reprimand and/or suspension, to determine
the continued appropriateness of retention.

Materials deemed inappropriate or no longer relevant may be removed from the personnel file,

and the employee concerned is fietl. Criteria that may be used include age of the material,
seriousness of the infraction, and instances of repeated or similar infractions.
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WORK WEEK AND WORKING HOURS

Employee job descriptions outline the usual pay range for each position. In aatiginch

salary ranges, consideration is given to prevailing rates of pay for comparable work in other
similar employment arenas, including consideration of conditions of work and basic pay, current
costs of living, the local economy and wage adjustmentss community, and the corporation's
financial condition.

Employee compensation is reviewed at the end of the probationary period and annually during
the performance appraisal process. An increase may be recommended to the board based upon
competent andommendable service.

Employees who are neexempt under the Fair Labor Standards Act and state law are paid for all
hours worked in excess of 40 hours in a work week at the rate of time ahdlbtieeir regular
rate unless otherwise provided for. Allertime must be prapproved by the supervisor.

Employees must take a paid-etbnute rest period every 4 hours, scheduled at, or as near as
feasible to the middle of each half shift.

Employees must take an uncompensatediof§y meal period not to ered one hour during
each work shift of more than six hours. Meal periods should be scheduled at or about the middle
of the work shift.

Payday for employees is every other week.

Federal and state laws require the following deductions from everyguych
¥ Federal Withholding Tax
¥ State Withholding Tax
¥ Social Security Taxes (FICA)
¥ Court ordered child support payments or garnishments

Time cards must serve as an accurate record of the time for which each employee works and is
paid wages and overtime. Eaemployee is expected to record accurately the time spent

working.

The actual cost of transportation incidental and necessary to the performance of official business
is paid by allowance or by current IRS mileage rate for the actual mileage requitesl thip,t

which begins and ends at the Beach Club.

Employees who may be required to drive must possess a valid Oregon driver's license and must
comply with any operator's license restriction. All employees who may be required to drive on
corporation busiess may at any time have their driving record checked. If the record indicates
violations, the employee may be subject to appropriate warnings or disciplinary action.
Employees who are required to drive must notify the immedigtervisof any changén

license status and all traffic violations.

An employee who is involuntarily terminated is paid no later than the end of the first business
day after a discharge or termination. If an employee resigns and fails to give at lessgfdrty

(48) hous advance notice prior to quitting corporation employment, pay upon separation is paid
within five days of the termination excluding weekends and holidays.
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BENEFITS

The corporation provides moedical/dental or other insurance, and no retirement lignefi

The corporation provides vacation benefits to regular employees. Vacation is accrued at the rate
of .04 hours per hour worked for employees with less than 5 years of service, and at the rate of
.06 hours per hour for those with five or more yeafacation time may be taken after six

months of employment. Employees may accrue up to 80 vacation hours in addition to the
current year accrual. Vacations must be scheduled and approved in advance.

Leave without pay may be granted for up to threesdigythe supervisor depending upon the
circumstances and the requirements of the corporation. Any leave without pay in excess of three
days must be approved by the board of directors. Vacation hours must be used before leave
without pay is begun.

Permanenemployees receive the day off with pay on each of the following recognized holidays:
New Years Day

Memorial Day

Fourth of July

Labor Day

Thanksgiving Day

Christmas Day
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When a scheduled holiday falls on Sunday, it is observed on the following Mondasn av
scheduled holiday falls on a Saturday, it is observed on the preceding Friday.

If an employee works on any observed holiday, the employee is paid at theaageanid one
half times the regular rate of paif.an employee works a holiday it must approved of in
advance by the supervisor.

Employees who are unable to report to work due to personal or dependent illness or injury must
contact their immediate supervisor as soon as possible and before the beginning of the work

shift. If the immediat supervisor is unavailable, the employee must contact a board member
and/or another permanent employee. If an employee becomes sick during the day, the supervisor
or designee should be notified before the employee leaves work. Medical certificatibe may
required for extended sickness.

If a summons for jury duty is received, the employee must notify the immediate supervisor. The
employee may work when not needed for jury duty. An employee who serves under the
Universal Military Training and Servicecdh or similar acts, is entitled to all benefits applicable
under existing state and federal laws.

EMPLOYEE SAFETY & CONDUCT

The corporation complies with all applicable state and federal safety requirements, and
employees are expected to perform warkisafe manner. Smoking is prohibited throughout the
public areas of the clubhouse and in the enclosed pool area.

Positive attitude, proper courtesy, and conduct are important to the individual as well as to the

corporation. Employees of tleerporaion areexpected to be courteous, efficient, and helpful in
all their work assignments.

Approved BOD Action November 15, 2008-(except where noted) 37



Employees may not use corporation time, equipment or services for personal interest or gain. In
matters of personal interest, employees should conduct themselh®aaoto impair their
working relationship with other employees, members, or the public.

Employees are responsible for maintaining a safe, neat work area and ensuring that all
documents, supplies, and equipment are secure.

Employees must report to wofilee of the influence of alcohol or illegal controlled substances.
While on the job, all employees are prohibited from the unauthorized or illegal use, possession,
sale or assistance in the sale or transportation of alcohol or controlled substanceye&mnpl
undergoing medical treatment with any prescription drug that might impair their ability to
perform their work in a safe and efficient manner must report such treatment to their supervisor.

NON DISCRIMINATION AND HARASSMENT

It is corporation policyo employ, retain, promote, discipline, discharge, and otherwise treat all
employees and job applicants on the basis of merit, qualifications and competence or
membership in any other classification protected under federal or state law. It is thegpolicy t
comply with federal and state statutes on equal employment opportunity. This policy is applied
without regard to any individual's sex, race, color, religion, national origin, ancestry, age, marital
status, political affiliation, veteran status or anygibal handicap or disability which can be
accommodated reasonably.

The corporation recognizes the need for a violdree work environment for employees and
members. The corporation does not tolerate violence in the workplace and is committed to
maintaning an environment clear of all forms of violence, including verbal or physical threats as
well as forms of intimidation such as sexual harassment or abusive language. Employees are
expected to report all threats and violence, physical or verbal,itestipervisors.

All forms of unlawful discriminatory harassment are forbidden, including unsolicited remarks,
gestures or physical contact, display or circulation of derogatory written materials or pictures,
negative stereotyping, slurs or denigratingelalihat relate to gender or disability, age, or racial,

ethnic or religious groups, and personnel decisions based on an employee's response to such
harassment. The corporation regards work related harassment as a serious transgression, whether
it occurson or off the job, and is in itself reason for discipline or discharge.

Any employee who feels they have been subjected to harassment, or is aware of harassment of
another employee is urged to report this to his or her immediate supervisor. The refogt may
informal or formal. An employee may report harassment to the board without first contacting
their supervisor. Regardless if written or unwritten, all reports of harassment will be investigated
and appropriate measures taken where warranted.

EMPLOYEE PERFORMANCE APPRAISAL

Performance appraisals are completed at least annually (scheduled in January) for all regular
employees. Employees are encouraged to complete-asselsment form as part of the
appraisal process. All performance appraisals aiewed by the bard of directorbefore

being finalized. Recommendations for pay increases are made by the supervisor during the
performance appraisal process.

Temporary employees are given an exit interview and informal evaluation by their supervisor.
Probationary employees are evaluated at the end of their probationary period. Recommendations
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for transition to regular status or extension of the probationary period or termination are made by
the supervisor at this time.

A supplemental performance apjsal may be conducted on any occasion deemed appropriate
by the supervisor.
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E2
Job Description B Office Manager

Position Title: OFFICE MANAGER

Salary Range: $10.00 to $11.00 per hour

Supervisory Controls : Works under the supervisidgresidenbf the Bayshore Board of

Directors who provides general guidance in terms of scope, expected results, and deadlines.
Works with relative independence and sets priorities to accomplish assigned duties. Refers to
written policies and procedures for clagdtion. Obtains guidance from tReesidenfor

deviations and unfamiliar situations.

Major Duties:

A. Customer Service
1. Responds appropriately to inquiries, requests, and complaints from board members,
members, and others in person, on the telephonenvéd, and in writing.
2. Maintains a positive and businesslike environment in the office.
3. Keeps privileged information confidential.

B. Board of Directors Support
1. Serves as board secretdrgasurer.
2. Attends board meetings; takes, transcribes, and postsasinut
3. Prepares, distributes, and maintains board correspondence.
4. Assists board members with special projects.

C. Committee Support
1. Attends Budget Committee meetings and assists with budget preparation.
2. Maintains committee files and prepares correspondence.

D. Member Support and Communication
1. Maintains membership data base, updating regularly with information received from title
and escrow companies and obtained from county clerk and tax assessor offices.
2. Provides membership cards and sends new homeowner memlpgaskéts. Provides
youth cards.
Maintains clubhouse event schedule. Assists members in event planning.
Prepares annual member meeting and election documents.
Assists with web site maintenance.
Prepares newsletter six times a year with assistance of ¢tmmmembers. Coordinates
mailing and email distribution of newsletter.

ok w

E. Financial

1. Performs accounts receivable and accounts payable activities including bill payment,
preparation of liens and collection letters, and bank deposits. Prepares annual dues
invoices.

2. Calculates employee wages and prepares payroll checks. Prepares Witholding, Social
Security, and other tax payments and reports.

3. Prepares monthly profit and loss statements andgrefinancial statements.

4. Reconciles bank accounts and asskstsauditor with tax preparation and audits.

5. Recommends cost and timesaving improvements.

F. General Office
1. Secures all property and data.

Approved BOD Action November 15, 2008-(except where noted) 40



Orders office, cleaning, and maintenance supplies.

Maintains computer and hard copy files.

Prepares annual inventory dfib property.

Maintains office equipment and ensures proper operation and security of office computer
system, including hardware and software updates and regular computer backups.
Performs other duties such as those not specifically identified but could reasonably be

expected to be performed by employees in similar positions.

aprwn

o

Knowledge, Skills, Education, and Experience:

High school diploma or equivalent.

Minimum two years experience in a direct customer service capacity.
Minimum one year experience indkkeepingbilling or other financial position.
Outstanding communications and customer relations/service skills.
Ability to maintain professionalism under difficult or stressful situations.
Demonstrated ability to work independently and efficiently.
Demamstrated excellent problesolving and organizational skills.
Proficiency with Quick Books Pro and Microsoft Word.

. Familiarity with Microsoft Excel, Microsoft Publisher, and Outlook.

10. Basic knowledge of budgeting processes.

11. Ability to read,write, andspeakEnglish.

CoNoORrONE

Hours:  Works from 24 to 38 hours per week, at least four days a week. Work schedule
dependent on seasonal demands, with fewer hours generally required in fall and winter.
Occasional attendance of evening and weekend meetings is requited! work schedule is
mutually arranged by employee and supervising board member.

This job description has been reviewed and accepted by:

Office Manager Date

President Date
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E3
Job Description-Facilities Manager

Position Title:FACILITIES MANAGER
Salary Range:$1392.0(01,479.00 per month (based on a 40hr work week)
Basic Work Week

Hours:

1. Works 40 hours per week, usually five days per week. Responsilpéanning own
schedule so that time worked does not exceed 40 hours and required tasks are
accomplished. Occasional attendance of evening and weekend meetings is required.
General days off on Tuesday and Wednesday; days off and work schedule is mutually
arranged by employee and supervisor.

2. Maintain a biweekly payroll time sheet

3. Maintain a daily log sheet containing time and activities.

Additional compensation

1. Living Arrangement: Must live in apartment on the premises. Apartment, appliances,
including washer and dryer. Electricity, satellite, water, trash collection, and local phone
service are provided. Permissiom&eded from the Board of Directds more than
two permanent residents and one small animal.

2. Vehicle allowance: Reimbursemédnt Bayshore business trips is set by current fed rate.

3. The caretaker will be given a membership cd?dol use during pool operating hours.
Rec room use at all times for caretaker and apartment occupant

Knowledge, Skills, Education, and Experience

High school diploma or GED and prior experience.

Knowledge of property, equipment and building maintenance and cleaning.
Ability to maintain professional demeanor in difficult or stressful situations.
Clean three year DMV record.

Ability to read, write and gmk English.

Must pass a drug test. (Bayshore expense)

ouprwhE

Supervisory Controls.
Reports to the Bayshore Boaagpointed supervisor who will provide primary
supervision. The supervisor will report to the Board of Directehsch provides general
guidancen terms of hiring, firing, scope of expected results, and deadlines. Refer to
written policies and procedures for clarification.

Major Duties:
Customer Service
1. Responds appropriately to inquiries, requests, and complaints from board members,
members, ah others in person, on the telephone, and in writing.
2. Maintains a positive and friendly environment in the club.

Building Maintenance

1. Does cleaning

2. Performs preventive maintenance and repairs.

3. Informs the supervisor of need for major and specialtgirepn writing with appropriate
plans for actions to be taken & accompanied with three bids when requested to do so by
the board.

4. Keeps club storage areas and outbuildings in clean and orderly manner.
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Building Use

1. Opens and sets up for scheduled clumtze

2. Performs pre and poestntal inspections and recommends return of cleaning deposits to
Office Manager.

3. Secures outside doors each night. On days off, if caretaker is gone at night, arrangements
must be made with the Office Manager to have someoneedBdard or staff secure
building.

4. Coordinate with the Office Manager regarding the schedule for Clubhouse usage and
assist renters in the proper usage of the facility.

Grounds Maintenance
1. Provides grounds keeping of the club lawn, parking lots, playgicand tennis courts.
2. Maintains plantings in clubhouse flowerbeds.
3. Ensures that trash containers are emptied and that grounds are kept clean.
4. Mowing and general maintenance of all club property, i.e. free of debris, disposing of
garbage and sweeping walks

Pool Operations

1. Prepares the pool and associated equipment for summer operation.

2. Maintains and monitors the pool and associated equipment. Verbally naotifies the
supervisor of needed major and specialty repairs and with plans and bids in ifvriting
requested.

3. Ensures adequate supplies of pool chemicals, etc.

4. Does daily skimming of the pool by hand until the skimmer is repaired or replaced.

General Duties

1. Recommends cost and timesaving improvements.

2. Responsible for maintaining stock of all supplneeded for janitorial, preventive
maintenance, pool chemicals and recreational equipment. Orders are placed through the
Office Manager

3. Provides oversight of pool, recreation room, and clubhouse.

4. Performs a weekly drivéhrough of the community reporgirany unusual conditions

to the supervisor.

Ensures that the flag is appropriately raised and lowered daily unless illuminated.
Repairs and maintenance of building & equipment. Develop and keep a Maintenance
Checklist. A list of repairs should also bainmtained for review and action by the Board

of Directors. Notify supervisor in a timely manner if an outside contractor may be needed
for any repairs.

. Submit a report to supervisor for presentation at each regularly scheduled board meeting.
Submit a quderly report to Board of Directors regarding future property expenditures.

. Assists supervisor with annual inventory of club property.

ou
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Detailed Duties for Upstairs

Clean bathrooms:
¥ Mop floors, empty trash, wipe down counters, clean sinks and toiletdyarek
before/after events.

Clean general clubhouse areas:
¥ Mop hard surface floors and vacuum carpets weekly and before/after events.
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Wet mop vinyl and wood floors as needed. Use mixture of 1 part surface conditioner to 2
parts hot water. After surfaée completely dry, buff with machine. Sweep and reset
furniture.

Before and after each event, check bathrooms for paper, clean toilets, urinals, floors and
sinks.

Wipe down all kitchen surfaces. Remove old food from refrigerator every other week.
Cleanfreezer/refrigerator as needed.

Clean ovens, if not left clean by visitors.
Dust surfaces every other week including cob web removal
Clean window/door glass at least once each 2 weeks

Deep clean (clean fixtures, spot clean upholstery, wipe off plargmpty shelves)
quarterly

Clean out fireplace after use

Remove everything from kitchen cabinets, wipe down shelves, and discard/replace
broken or damaged items every 6 months.

Setup for activities upstairs as needed

¥
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¥

Setup for exercise class MondayWednesdays and Fridays at 8:45 AM: TV wheeled

out from storage and plugged in at Audio Station. Class is from 9:00 to 10:00 AM.
Open west door every Monday at 1:15 PM for knitters.

2" Tuesday of month, open doors at noon for Mahjong

Every Wednesdayhe line dancers are in at 12:30 PM

1% Thursday of month, unlock door for South County Women's Club at 11:30 AM. If
they want in earlier to decorate, they will let you know. (Women's Club does not meet in
July or August.)

Every Friday open doors at 10:801 for quilters.

During the course of the year, the tables and chairs will need moved for Board meetings,
potlucks, and scheduled special occasions. A hand rolling platform is available to speed work
and keep floors from being marred by sliding furrétUExtra chairs and tables are in seeitid
storage room area.

Special Events

Check pecial events on calendar given by office manager each raondttrefer to calendar
often. Sign member's Clubhouse Rental List (next day) for the cleaning deposit tiarhed &
they have completed the check list on their registration form.

¥
¥

Detailed Duties for Downstairs

Sweep, mop and buff floors as needed.

Clean bathrooms weekly (except during months pool is open)
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Dust surfaces at least once each 2 weeks, includingveb removal
Clean window/door glass at least once each 2 weeks

¥ Brush pool tablend checlall equipment according to use. Repair pool cues as needed.

Pool Maintenance and BathroomsSummer

¥ Test pool water temperature and chemical levels every madoeiloge pool opens and at
night.

¥ Keep state mandated record of all chemicals used. (If needed, pool chemical instructions
will be provided)

¥ Backflush filters as needed.

¥ Vacuum pool biweekly during swim season. This should be before or after scheduled
pool hours.
¥ Maintain all safety equipment.

¥ Cover pool at night, uncover in morning.

¥ Clean pool bathroontsoroughly once a weekPool attendants will do aifaily basis.)
1. Clean toilets, urinals, sinks and showers.
2. Check all paper and soap levels.

3. Rinse floorswith hose; then flush witmixture of 1 cup bleach to 4 gallons hot

water.

4. Empty garbage and place in dumpster.

Outdoor Maintenance Duties

¥ Mow and maintain lawn/flowers/plant areas (entrance sign area, tennis court/playground
and clubhouse)
Clean light fktures quarterly

Replace rusty hardware; replace basketball net and-tquglaint as required.

¥ Wash windows every 2 weeks.
TIP: Use solution of 1 TBP. of powdered dishwasher deteayeht drops of Jet
Dry (liquid dishwasher rinse additive) per gallodhnHOT water. Rinse windowgith
hose, apply soagolution and allow to set 180 seconds; then rinse again and allow to
air dry for streakfree windows.

¥ Lubricate all outside door hinges, locks and latches once a month with canned silicone

spray.
Sweep valks twice weekly and more if needed.

Empty garbage at beach access and tennis court every Monday for Wednesday dumpster
pick-up.

¥ Trim hedges as needed

Winter projects:
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Haul away limbs dumped near back parking lot and by entrance sign
Repair/replaceroken light fixtures

Repair running toilets and water faucets

Paint wall heaters in clubhouse as needed

Find/plan repair of water leaks
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Straighten wood pile and remove frayed tarps. (Wood pile must not contact building)

Inventory

Working with supervisorsubmit an inventory list of equipment yearly (by November 1) to
office manager. Office Manager will provide a copy of previous yearOs depreciation list.

| hereby acknowledge that | have received and read a copy of the Bayshore Beach Club
Personnel Polic

Facilities Manager Date

President Date

Approved BOD Action November 15, 2008-(except where noted) 46



E4

Job DescriptionBPool Attendant

BE FRIENDLY, SMILE , YET BE FIRM ON RULES

OPENING SHIFT

1. Unlock pump room.
a. Place temperature gauge in pool for aboeGtminutes
b. While gauge is in the water use test strip and compare-tord.
c. Read temperature gaugecord.
1. Sweep and hose down the pool deck area daily. Sweep patio. Water all plants and remove
dead leaves/flowers. Taking care of plants may be done duringsfgrs class if hose is
not interfering with members.
2. Wipe lawn chairs dry each morning. This may be done during the Aquasizers class.
3. Check bathrooms, adding paper produitheeded. Sweep and mop the activity room as needed.
CLOSING
1. Do final check with test strip and take pool temperatweord. Anytime after 7:30 PM)
2. All swimmers must vacate pool/shower rooms at 8:00 PM
3. Sweep activity room. Use a large garbage bag from j&itbwset and empty patio and
bathroom trash cans.
4, Clean bathrooms and showers: clean toilets, wash counters and sinks. Hose down floors
and showers. Sprayeachsolution on entire floor and rinse off.
5. Lock pump room. Pool entrance door and activity room door. Exit office door.

DURING EACH SHIFT:

1.

Your job is to be aware at all times of the use of the pool and the activity room. Be where
you can see both areas.

Be sureEVERYONE signs in. Check membership cards. Take fee if renters. Sign out
tennis court keys.

The till is to be counted and recordedhe beginning and ending of each shift.
Before lap swims make sure all toys are picked up and put in mesh bag.

Periodically check shower rooms and bathrooms. Clean any mess. Restock paper
products as needed.

Every 4 hours use test stiipcord.
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Performance Appraisals
PERFORMANCE APPRAISAL
Facilities Manager

Check One: [] Probation ] Annual [] other
NAME: TITLE:
Review Period: to EE = Exceeds Expectations

ME = Meets Expectations
NI = Needs Improvement

GENERAL STANDARDS EE | ME | NI

TEAMWORK (Cooperation, adaptability, flexibility, communication,
dependability,)

STANDARD: Demonstrates support for others in accomplishing work.
Demonstrates flexibility in adapting to changing needs. Supports team goals.

Customer Servi ce (Professional behavior, confidentiality)
Standard: Consistently interacts with others in a courteous and professional
manner. Maintains confidentiality.

FISCAL RESPONSIBILITY : (Effective use of time, supplies, safe and attentive
work practices)

STANDARD: Minimizes waste of time and materials. Consistently uses safe
work practice and is consistently productive. Suggest practice changes to
decrease costs.

INNOVATION: (Participation in new projects and improvements)
STANDARD: Takes on projects willingly, acts on opportunities to improve, and
contributes new ideas.

QUALITY : (Quality improvement, change adaptation)
STANDARD: Demonstrates integration of quality principles in job performance.
Consistently follows policies, and procedures. Follows through with assignments.

JOB SPECIFIC STANDARDS

CUSTOMER SERVICE
STANDARD : Responds appropriately in interactions with board members,
members and others. Maintains a positive and friendly environment in the club.

BUILDING MAINTENANCE :

STANDARD: Does routine cleaning, performs periodic preventive maintenance
and minor repairs. Monitors for damage and informs the board of needs for
major and specialty repairs. Maintains supply inventories and keeps club storage
areas and outbuildings in clean and orderly manner.

BUILDING USE:
STANDARD: Opens and sets up for scheduled club events, coordinates usage
with the office manager and performs rental inspections.

GROUND MAINTENANCE::
STANDARD : Performs grounds keeping of club properties. Empties trash.

POOL OPERATIONS:
STANDARD : Maintains the pool, ensuring that all necessary monitoring and
maintenance is done.

GENERAL DUTIES:
STANDARD: Secures club buildings and property. Provides oversight of pool,
recreation room, and club. Performs weekly community drive-through.
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DEVELOPMENT PLAN
For all competencies/accountabilities in which standards are not met

GOAL
DATE

Annual Goals:

Comments by Appraiser:

Comments by Employee:

Signatures below indicate that the annual review was reviewed and discussed with the employee:

Employee Signature Appraiser Signature & Title

Date: [] Employee Received Copy
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PERFORMANCE APPRAISAL
Office Manager

Check One: [] Probation 1 Annual [ other
NAME: TITLE:
Review Period: to

EE = Exceeds Expectations
ME = Meets Expectations
NI = Needs Improvement

GENERAL STANDARDS EE | ME | NI

TEAMWORK (Cooperation, adaptability, flexibility, communication, dependability,)

STANDARD: Demonstrates support for others in accomplishing work. Demonstrates
flexibility in adapting to changing needs. Supports team goals.

CUSTOMER SERVICE (Professional behavior, confidentiality)
STANDARD: Consistently interacts with others in a courteous and professional manner.
Maintains confidentiality.

FISCAL RESPONSIBILITY : (Effective use of time, supplies, safe and attentive work
practices)

STANDARD: Minimizes waste of time and materials. Consistently uses safe work
practice and is consistently productive. Suggest practice changes to decrease costs.

INNOVATION: (Participation in new projects and improvements)
STANDARD: Takes on projects willingly, acts on opportunities to improve, and
contributes new ideas.

QUALITY : (Quality improvement, change adaptation)
STANDARD: Demonstrates integration of quality principles in job performance.
Consistently follows policies, and procedures. Follows through with assignments.

JOB SPECIFIC STANDARDS

CUSTOMER SERVICE
STANDARD: Responds appropriately in interactions with board members, members and
others. Maintains a positive and friendly environment in the club.

BEHAVIORAL SKILLS :

STANDARD : Models professional behavior. Demonstrates effective communication
skills and acts as a professional liaison at all levels. Accessible to board members,
members and others.

ACCOUNTING SKILLS:

STANDARD: Accurately processes accounting entries in a timely manner. Maintains
accounting report ledgers and files for the current fiscal year. Compiles statistical
historical reports. Interacts with outside accountants and budget committee members in
an appropriate manner.

PROFESSIONAL SKILLS :
STANDARD: Knowledge of office procedures and computer usage.

PERMANENT FILE RETENTION:
STANDARD: Archives District records for required duration. Appropriately purges
unnecessary records upon retention date expiration.

MONITOR OFFICE SUPPLIES AND EQUIPMENT:

STANDARD: Monitors the efficiency of the office equipment operations. Schedules
maintenance or repair as needed. Monitors equipment lease, and service agreements.
Maintains supply inventories.

BUILDING USE:
STANDARD: Schedules club events and rental usage. Coordinates usage with
caretaker.
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DEVELOPMENT PLAN
For all competencies/accountabilities in which standards are not met

GOAL
DATE

Annual Goals:

Comments by Appraiser:

Comments by Employee:

Signatures below indicate that the annual review was reviewed and discussed with the employee:

Employee Signature Appraisers Signature & Title

Date: [C] Employee Received Copy
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Membership Cards and Club Privileges

1. Two (2) membership cards are issued to each member upon payment of ann(ial dues
good standing).Members who own multiple lotsgeive a total of two cards. The primary
use of membership cards is to control access to club facilities (the pool, recreatiantbom
tennis count

2. Members whose property is used as a{targ rental may choose to transfer their club
privileges to tle renter; the memberOs club privileges are thereby suspended. The member or
renter must bring the original membership cards to the office and show the lease to the
office manager, who then will issues two membership cards in the renterOs name and office
manager will keep the original cards

3. If amember owns more than one property and uses one or more agerhomgntal, two
cards are issued for each rental property upon display of a lease. The member may retain the
original two membership cardsat least one of their properties is not used Emgterm
rental.

4. Members must accompany their guests. However, members may designate up to eight adult
family members (four on each card) who may utilize the facilities unaccompanied. Both
members and dloorized family members may bring upftur guests per card. Members
remain responsible for the actions of persons gaining access with their membership cards.

5. Youth cards are issued to dependefiBayshore members who aretlZ years of age.
Those wih youth cards can use the pool and game room unaccompanied, and may bring one
guest.

6. Short term (vacation) renters dot receiveclub house privileges. However, they may pay
to use the pool on a daily fee basis. They must prothéierental agreemeéfand or receipt
and photo identification to gain access. Access may be restricted during busy times.

7. Members and authorized adult family members must have a membership card in their
possession, and may be asked to produce photo identification whesighéyto the
recreation area hose without identification may be denied access.

8. Members without a membership card, and not known to the pool/recreation room attendant,
will be allowed aONE TIME use after presenting photo identification. The attenadh
keep a record to prevent abuse of this privilege. If the member does not reside in Bayshore,
the one time use will be extended until the next available day they can obtain a card from
the office manager.
9. A $5fee is charged to replace a lost nbemship card.
Deleted: 3

(Ref; Bylaws Art Il & Art IX, ORS 94.630)
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M-2
Pool andActivity Room Privileges

1. All members and guests must adhere to the posted poaktinity room rules, and follow
the direction of Bayshore Beach Club employees.

A schedule of sim times (adult, family, etc.) is to be posted at pool entrance.

The member is responsible for the conduct of all persons utilizing his/her cards as well as
any resultant damages. If any person violates posted rules of the pool or clubhouse, the
person maye asked by authorized staff to leave the club premises. The member is
responsible for the conduct of all persons using the memberOs card(s) as well as any
damages resulting from the conduct.

Following such an incident the involved staff member willgare and deliver a written

incident report to his or her supervisor within 24 hours of the incident. The supervisor shall
review the report with staff and forward the report and the supervisorOs recommendations to
the Board within 7 calendar days of theident.

The Board may elect to suspend or restrict a memberOs pool/clubhouse privileges, but only
after giving the member written notice and an opportunity to be heard either in person or in
writing. Notice of the opportunity to be heard must incladmpy of the incident report

4. Children under 14 years of age must be accompanied by an adult (18 or older) for pool and
recreation room use and may not be left unattended.

5. Swimming and poolside privileges may be limited to two hours per day per persog d
busy times.

6. Member access to the top floor of the club may be restricted during private parties,
scheduled activities, meetings, etc.

7. Purchasers of pool passes are permitted access only to the pool and restrooms.

(Ref; Bylaws Art 11, 11l & IX, ORS 65.167 & ORS 94.630)
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M-3

R o >
Bayshore Beach Club, Inc.

1512 N.W. Oceania Drive Waldport, OR 97394
Ph. (541) 563-3040 - Fax (541) 563-6489
E-mail: baybeach@peak.org Website : http://www.pioneer.net/~baybeach

Clubhouse and/or Kitchen Rental Agreement

Member Name: Member #:

Organization Name or Group Name:

Date Desired: Hours Needed: To # of Guests
Maximum of 8 hours per days
Rental Rates (to be paid in full to reserve the date and times requested)
All Events: $15.00 per hour (Does not include any kitchen use) Event Hours __ @ $15.00
__Kitchen: $5.00 per hour (Added to all Event hours) EventHours _ @ $5.00

Refundable DGpOSit (To be paid in full to reserve the date and times requested)

All Events: Conditional Refundable $150.00 Deposit (Deposit Refund within 30 days of event if earned)

SpeCial OChalr Cover " Rates (1o be paid in full to reserve the date and times requested)
Chair Cover @ $2.00 ea. (103 available) Chair Covers @ $2.00

Total Amount Due OBayshore Beach Club, Inc.0 (Reserve Date as Agreed)

Bayshore Member Rental Policy: Member must be in good standing and must attend the entire
event. The Bayshore Member must sign this agreement. Your Homeowner’s Policy Information
must be on file prior to occupying the clubhouse. All servers and guests must sign-in while
attending the event (our insurance policy). Facility Manager is responsible to determine the
amount to refund of the deposit. Building and all equipment used must be in condition as found.
All clean-up to be completed by 10 PM on the event date. If alcohol is to be served an additional
bond is required. No smoking is allowed within 10 feet of the clubhouse. Neither pool nor the
recreation game areas are part of this agreement. Initial:

Review and initial partial list that can have a bearing on your refundable deposit as determined
by our Facility Manager:

Initial when checking in and checking out in the presence of the Facility Manager. The deposit is
forfeit if noted damage occurred during event. If damage is greater than the deposit Bayshore
will be reimbursed by the responsible member who rented for this event.

Check in Check out
Dishes and flatware clean and stored Homeowners Insurance on file:
Counters and tables cleaned
Ranges and Ovens clean Amount Received:
All appliances and condiments stored Check Number:

Check refrigerator for left items
Spilled beverages and food cleaned
Garbage taken to dumpster by garage Refund Deposit: Yes No
Chair covers clean and accounted for If “NO" attach a separate sheet explaining situation.
Floors are unmarred

Bayshore Check #:
Member Signature: Date:
Bayshore Official:
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Application For Clubhouse Rental
Organization or Group

NAME OF ORGANIZATION OR GROUP
DATE WANTED PHONE #
HOURS WANTED # OF GUESTS EXPECTED

FEE SCHEDULE

Day rates/Rental fee Cleaning Deposit
! Day -4 Hours- $75.00 (each additional hour $15.00) $50.00 (refundable)
Full day- 8 Hours- $150.00 (each additional hour $15.00) $150.00 (refundable)

Rental is reserved after fees are received by the Bayshore Beach Club, Inc. The fee shall be paid by
check. There shall be a maximum of 250 people

The total fee is to be paid as indicated and if the following requirements are met, the refundable deposit
will be returned:

Organization must sign contract and takes full responsibility.

Organization will provide a Certificate of Liability Insuraneeiere aquitable.

All attendees must register for insurance purposes. (i.e. band, servers, etc.)

Cleaning deposit may be forfeited, either partially or in full, if breakage occurs, items are missing, or
the building is not cleaned. This will include coatel damage. This at the discretion of the caretaker
and the board of directors.

Building and premises shall be left in the condition they are found. Cieanust be completed

before 10:00 P.M. the night of the event or the depatiinot be refunded.

Bonding is required if alcohol is sold.

Pre andPost inspection list must be gone over with the caretaker.

No Smoking in the building.

RentalDOES NOT include use of Recreation room or Pool.

cows>

m

TIom

| have received a rental chefkform and understanthe listed items.

| have read the above and agree to all provisions.

Signature Date
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RENTAL CHECK OFF LIST

The following items are listed to assist you in redeeming the refundable deplsiis T insure that the

clubhouse is left as clean as it was found.

A. Kitchen, Dining Area and Main Hall:

. Dishes clean and in cabinets.

. Silverware clean and in drawers.

. Tablesgdrain boads, clean.

. Stovetops and ovens clean.

. All items, such as coffee servers,
creamers, etc. in proper cupboards.

. All items in the refrigerator are to be
removed.

7. Splled beverages & food cleaned from

floors and furniture.
8. All refuse put in the dumpster located
outside beside the garage.

O wWN PR

[«

It is understood that any damages caused will forfeit the DEPOSIT. In aselas the damage

Before

After

exceeds the refundable deposit it is agreed that the renter will reimburse Bayshore Beach Club, Inc. in

the amount of said excess.

Name of the Insured:

Address of Insured:

Name of Insurance company:

Policy Number:

Amount of Liability:

Signature

Date

Signature of Bayshore Affiliated Official
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C & R Violations and Fine System

Introduction

The BOD has the responsibility to enforce the Covenants and Restrictions (C & ROs) that we all
agreed to when we purchased our property. Thave heen, over the years, numerous violations

to the C & ROs with inconsistent attempts at correction. The fact is that there are a few property
owners that through lack of knowledge or lack of respect of the C & ROs, commit violations.
These few people ka created problems for their neighbors and neighborhood. This can cause a
loss of property values as well as making the area less livable.

Having noted the problem, what can be done about it? Our Articles of Incorporation-and By
Laws require the BOD enfoe the C & ROs by whatever means may be necessary and proper.
Through the years the Planning Committee has had some success in dealing directly with a
violating property owner; however in some cases the violator does not respond or show any
concern abouadhering to the C & ROs. In the past the only way the BOD could force the
property owner to make corrections was to take them to court. This method is expensive for
Bayshore Beach Club and the property owner. Our legal counsel agrees that imposing fines, o
these few violators, is an effective way to encourage property owners to conform to the C & ROs
without goingthrough litigation.

The only persons who need to worry about being fined are those who do not follow the C & ROs
and those who choose to igndhe Notices of Violation that they receive. If you will read the
following pages of this Section, you will find the Fine System process and details spelled out.

If you have any questions regarding the process or any of the conditions, contact a meéneber of
Planning Committee for clarification.

Covenant and Restriction Violations

First Action to be taken in the case of a violation
1) Members are encouraged to work out differences between themselves
before takingany formalaction.Members not ablé come to an
agreement should file a complaint with the Planning Committee by filling
out and signing a Complaint Form.

Who reports violations and to whom?
1) Construction violation$C & R Article I, Article 1, and Section 3 of Articl¥)
are tobe observed and reported by members of the Planning Committee at the
next regular Planning Committee megtilConstruction concerns mag brought
to the Planning Committee by any member.
2) All other alleged violationsnay be broght to the attention dhePlanning
Committee by any member.

How are violations reported?
1) Planning Committee is to complete a Violation report, kept on file, noting
the construction and/or property violation details.
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2)

Membership reported violatiom®mplaints;a menter must fill out a
signed Complaint Form detailing the date, time, place and nature of the
problem.

How are violations dealt with?

1)

2)

3)

4)

5)

After the Planning Committee has a report or complaint form in hand, a
Planning Committee member is to regbersonal contact (phone or face to
face) with the property owner or owners representative, explain the
violation and seek cooperation in a corrective action. A reasonable time
period is to be allowed for corrective action. If the violatioa is
constructiorviolation, work must stop on the project until corrections are
made.

As soon as corrections are made, the property owner is to advise the
Planning Committee as soon as possible to prevent any further violation
notices.

If verbal contact cannot be made or property owner refuses to cooperate, a
first noticedetailing the violation is to be sewia registered mail (if

refused, it is considered received) to the property owirtrer .notice will

allow a reasortae time for correction. In the case of construction

violations, less time is allowed for correction. (The more complete the
project the more expensive the correction).

If verbal contact, and/or notice, is not successfaeand noticés tobe

sent via registered mail restating the violation, and unsuccessful attempt at
resolution and that a possible fine, and the amount that will be imposed if
correction is not made. 21 days is to be allowed as a time period for
responding (b phone, letter,-enail or at a Planning Committee meeting)
with a time frame for completing the correction activity.

If the second notice is unsuccessful in correcting the violatitimcch
noticeis to be sent via registered mail, imposihg tine defined in the
second letter and a time periofi21 days to respond (as in itemabove)
with a time frame for completing correction activity. BOD to receive a
copy of the third notice on the same date as the mailing

Assuming no resilts from 3" notice, what next?

1)

2)

If the property owner fails to contact the Planning Committee to resolve

the violation/complaint, the Planning Committee is to advise the BOD and
recommend that the fine noted in tH&ritice be imposed. Upon

imposing the fine the BOD is to notify the property owner and offer the
opportunity to appeal the fine at the next scheduled BOD meeting. If the

fine is not received within the 21 days of BOD notification, then a lien may be
filed against the properiuntl the fine is paid and lierelease is completed. All
lien fees, filing andelease fees, and associatedts are to be paid by the
property owner.

Property liens will not be imposed if the property owner responds by any

of the methods notkabove and within the time period noted. If a property
owner cannot be reached by phone or mail, and they can provide ample
assurance then the BOD can reduce or suspend the fine. However the cost
of filing and release of the lien is to be tlesponsibility of the property
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3)

owner. The correction must still be accomplished within a reasonable
amount of time, wh the agreement of the Planning Committ#agrwise
the fine will be imposed with no other allowance of time.

Lien satidaction may be through payment of fines and/or fees (see #2).
Payment may be in lump sum or scheduled payments over time as agreed
by BOD. If payments are not received timely, the lien will stay in place

and late fees will be assessed at $1@&0month.

Hardship cases

1)

If a property owner is physically or financially unable to make
corrections noted on a violation notice, special consideration may be
givenby the BOD. Acommittee of volunteers may be organized to aid
these peple. However the property owner must convince the Planning
Committee that they are not able to make corrections on their own.

Repeat offenders

1)

2)

The BOD may elect to impose a heavier fine on property owners that have
repeatedly violated the same CRRand sow a lack of desire to makerrections
noted on notice of violations. Antit of double thescheduled fine may be
imposed in these cases.

Contractors with a history of violatingatC & ROs will be warned whirey
submit plans for a propertywner, that violations will not bilerated and the
property owner will be @vised of the warning notiagiven to the contractor.
Since the property oven is ultimately responsibler all activity on their
property, thiss the only way the Plannir@omnmittee can protect the property
owner in cases where the ¢actorhas repeatedly violated Bayshore C & ROs.

See following page for Schedule of Fines
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C & R Violations Fine Schedule

C & R/Guideline

Construction Violations Ref Amount*
Major construction W/O written approval** Art 2, Sub 1b $1,000
Manufactured home that does not meet Guideline | Manufactured
reguirements** Homes Guidelines| $1,000
Minor construction W/O written approval** Art 2, Sub 1b $500
Remodel W/O written approval** Art 2, Sub 1b $500
Exceeding 15 foot height limit W/O approved HVR| Art 2, Sub 3b $1,500
Building into setbacks** Art 2, Sub 5a, 5b $500

Art 2, Sub 2e,
Clearing land W/O written approval 3b,17a $1,500
Placirg fill material or changing AOG W/O written | Art 2, Sub 2b, 3b
approval and $5,000
Art 2, Sub 4a &
Not replacing ground cover per Guidelines Sub 17a $500

Property Maintenance Violations
Failing to maintain trees/shrubs at proper height (s
notebelow) Art 2, Sub 4b $100
Failing to remove noxious plants*** Art 2, Sub 4f $100
Failing to landscape or fence above ground septic
system Art 2, Sub 4e $100
Failing to landscape or fence around garbage can;
dumpsters Art 2, Sub 14a $100
Failing to landscape or fence propane tank or burn
barrels Art 2, Sub 4c $100
Failing to clean up garbage or unsightly refuse Art 2, Sub 14a $100
Placing commercial signs on property without
approval Art 2, Sub 4g $100
Failing to limit vegetation growttgreating a unkemp
lot Art 3, Sub 3 $100

(Continued on back of page)
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Property Activity Violations

Nuisance or noxious activities Art 2, Sub 8a $100
$25 per

Violating pet control restrictions Art 2, Sub 8a incident

Prohibited véicles Art 2, Sub 10a, 10§ $100

* Amount shown is maximum the BOD can levy, however the BOD ma
reduce or waive completely. Fines are per year if correction of violation
not corrected.

** In the case of construction violations, constiantmust be stopped ar
not resumed until violation is corrected and fines paid.

*** Noxious plants are Scotch Broom, English Ivy and Blackberry

Note: Title for "tree violations" may change following final decision by
BOD
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M-5
Use of Beach Club Parking Lots and Grounds
General Policies
1. Dogs must be leashed while on club property. Owners must clean up after their animals.

2. Members and guests are asked to use receptacles for all trash, aypktty @xtinguish and
dispose of smoking materials without littering.

3. Horses are prohibited.

4. Vehicles are not permitted except in paved or graveled areas designated for that purpose. No
parking on the grass.

Except as otherwise provided in items 3 or ©&fast Club Parking LotO, below, no boats, RVS,
commercial vehicles or equipment, horses, horse or utility trailers, etc. are permitted at any time
unless necessary for club maintenance, and overnight parking is prohibited. Parking in front of
the garagera in the driveway south of the clubhouse is prohibited.

West Club Parking Lot

1. Parking is authorized for Bayshore members. Parking is also authorized for invited guests
who are attending functions at the clubhouse

2. Parking is prohibited from 11 PM to VA

3. Parking is prohibited directly in front of the beach access. No vehicle may use club property
to access the beach except authorized emergency and law enforcement vehicles.

East Club Parking Lot

1. Parking in the east lot is for Bayshore members antkrs, and for guests utilizing club
facilities or attending club functions.

2. Overnight parking is prohibited except as provided under items 3 or 4 of this section. We
inserted this because the outright prohibition is conditioned in those items cited.

3. Commercial equipment (paving vehicles, bulldozers, flatbeds, dump trucks, etc.) may be
stored in the east side of the lot when actively being used for work within the community if it
is impractical for the equipment to be stored on the job site. The egpuipnust be used at
least every 48 hours. The contractor or operator must rib&fBeach Club Office Manager
before leaving any equipment overnight, and must remove the equipment as soon as it is no
longer regularly required for use on a job site.

4. Equipment mushave clear identification of ownership and contact information in the event
of emergency. Commercial vehicles dedicated to road sand clearing in south Bayshore may
be stored in the lot during the winter and spring months

5. Playground
1. The playgraind is closed from 11 PM to 7 AM.
2. No alcoholic beverages are permitted.
3. Children under 14 must be supervised by a responsible adult at all times.
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(Ref; Articles of Incorporation Art Ill, ORS 94.630)

M-6
Member Fees

The following fees have been aklished:

1. Transfer fee: A charge of $35.00 is assessed to the seller of any property to absorb the costs
of title paperwork, establishing a new member account, mailing a new member packet,
preparing new membership cards, and obtaining a new deed. eTisafer_property

transfer and is due and payable at the time the property is transferred Fm
Deleted: owner

2. Membership card replacement: A charge®fsfassessed for any member requesting

replacement of membership cards. mem_
Deleted: 2

3. Copy fees: A charge of $0.10 per pagassessed for copying records, reports, or
correspondence. For large quantities of copies and for research time, a charge of $5 per
quarter hour of staff time may be assessed.

4. Faxfees: A charge of $0.50 geage for long distande assessed. Faxifigr members is
done at the discretion of the office manager.

5. Boat and RV permits: A charge of $2 is assessed for issuance of a lifetime boat or RV
permit.

6. Height variance requests: A charge off$)is assessed to cover the costs incurred. mm
Deleted: 100

7. Clubhoue rental: Rental and cleaning deposits are assessed for private use of the clubhouse.

(Ref; ORS 94.630)
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Management ofCorrespondence

Policy

1.

Correspondence is defined as written communications (including faxmiad)ebetween the
corporaton and all other entities, including Bayshore members, businesses, and
governmental bodies. Coordination of correspondence is the responsibility of the secretary
treasurer.

2. Correspondence on file is retained for a minimum of three years.

3. Correspondenceireasonably available for examination, and upon written request, available

for duplication by a member or mortgageéio makes a request in good faith for a proper

purpose. Reasonable duplication fees may be charged. If there is any concern about the  [EAlwiERREZIEIHEERAY]
Deleted: that

validity of a request for examination or duplication of correspondence, the request may be -
delayed until it can be considered by the board of directors.

The following correspondence may be withheld from examination and duplication:

¥ Correspondence relatéd personnel matters regarding a specific person

¥ Contracts, leases, and other business transactions currently under negotiation

¥ Communications with legatounseregarding personnel mattdsasiness transactions

or communications otherwisieemed by the President or \Heessident to be withithe
Deleted: council )

attorneyclient privilege.

¥ Correspondence considered in executive session y 1”07 ERLERA
eleted: , [or

¥ Correspondence iother memberOs individual files.

Incoming Correspondence Procedure

1.

Correspondence addressed tolibard is distributed to each board member, with a copy
retained on file. Correspondence addressed to a specific board member that pertains to
corporate business is treated as if it were addressed to the board,; letters received by board
members at theirdimes should be brought to the office for appropriate action and filing. E
mail communications to and from board members should be forwarded or copied to the
office; it is the responsibility of the board member to ensure that this occurs.

Correspondence dcessed to the corporation is the responsibility of the office manager.
Correspondence requiring board review or intervention is distributed to each board member,
with a copy retained on file. Correspondence requiring committee review or intervention is
distributed to the committee chairperson, with a copy retained on file. Correspondence from
legal counselvhich is deemed by the President or Vjresident to be subject to the
attorneyclient privilege,is stamped confidential and is distributed to daaembers in

sealed envelopes; copies are retained in a dedicated and secuRlfilee inquiries
(membership card replacement, club operations, rentals, etc) are handled by the office
manager; such correspondence is not retained on file.

Correspondereaddressed to or forwarded to the board is reviewed at the board meeting
immediately following receipt of such correspondence, provided such correspondence is
received in time to be placed in the board packet and on the agérdaresident or the
Presi@ntOBoard membedesignee should review incoming corresporedéather than

routine correspondence) on a regular basis. If the President or designee determanes that
response to the correspondence is necessary prior to the next regular Board rheeting, t
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President othedesignee should arrange for immediate action by the Board.

4. Correspondence addressed to or forwarded to a committee is reviewed at the committee
meeting immediately following receipt of such correspondence.

Outgoing Correspondence Proedure

1. All outgoing correspondence is coordinated through the office manager, who is responsible
for mailing the correspondence and retaining a copy on file.

2. The board authorizes all responses made to correspondence addressed to or forwarded to the
board. Copies of responses are distributed to board members at their réquestesident
or the PresidentOs Board member designee should review incoming corresp@itien
than routine correspondence) on a regular basis. If the President or designeiaeetaan
a response to the correspondence is necessary prior to the next regular Board meeting, the
President or thdesignee should arrange for immediate action by the Board.

3. Each committee is responsible for authorizing responses made to correspamiinessed
to or forwarded to the committee. Copies of responses may be distributed to the committee
members if so desired. Committee chairs may choose to distribute copies of key
correspondence to the board.
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Accounting and Financial(to be developed
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Records and Reports

General Policy

1. All Bayshore corporate records are maintained by the office manager in the office.

2. Electronic backups of the corporate records outlined below are kegteofbr security
purposes.

Records Availablefor Inspection

K K K K

w«

w

K K K K

KK K K K K

Articles of incorporation and amendments

Bylaws and amendments

Covenants and restrictions, and related GuidefimeBetermination

Resolutions adopted by the board relating to the characteristics, qualifications, rights,
limitations, andobligations of members

Minutes of all meetings of members and actions approved by the members for the past
three years

Written communications regarding general membership matters made to members for
past three years

List of names and business or home aedsles of the current directors and officers

The last three annual financial statements

The last three public accountantOs reports

The most recent annual report delivered to the Secretary of State under ORS 65.787

Additional Required Records

Minutes of allmeetings of the members and the board of directors

All corporate actions taken by the members or directors without a meeting
All actions taken by committees on behalf of the corporation

Accounting records

Member list including names and addresses of athbers

Inspection of Records

1. Any member is entitled to inspect and copy any of the Orecords available for inspectionO.

2. A member is entitled to inspect and copy Oadditional required recordsO only if the member
describes with reasonable particularity theppse and the records the member desires to
inspect, the demand is made in good faith and for a proper purpose, and the records are
directly related to the purpose. Additionally, the membership list may not be obtained for
any purpose unrelated to a mesms interest as a member, or for any commercial purpose, or
to be sold or purchased by any person.

3.

Any member may inspect the member list for the purpose of communication with other
members from the time notice is given of a meeting of the members (amrapecial
meeting) and continuing through the meeting. Copying is permitted only as described in
number 2 of this section.

4. A memberOs agent or attorney has the same inspection and copying rights as the member.

5.

Written notice of at least five days mayrfeguired. A reasonable charge may be imposed to
cover costs of labor and material for copies provided.
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Records Retention

Keep Forever
Bylaws

Articles of Incorporation
C&Rs

Corporate Tax returns
Employee benefits
Minutes and Motion lists
Closed Litigatio

K K K K K K K

Seven Year Retention

Bank statements & reconciliations
o Cancelled check images

Yearend financial statements

Internal financial reports

Inventory records

Expense reports

Accounts payable/receivable disks

Employee personnel records

Payroll tax returns

Time cards and wage summaries

Employment Applications

Lien Releases

®

KK K K K K K K K K

One Year Retention
¥ Routine correspondence (non financial)
¥ Election ballots & tallies

(Ref: ORS 65.224 & 65.771, ORS 94.670)
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Computer Security and Data Backup(to be developel
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Office Operations This section is to be developed
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Appendix |

Policy and Procedures Revision Log

History : The Policy and Procedures (P&P) were developed to aid and guide the Board of
Directors (BOD) and Committees in their tasks and to effect consistency in their actions. The
intent is always in the interest of the membership as a whole. Some of the P&P had their
beginning in the Articles of Incorporation and the By-Laws for Bayshore, the rest have been
developed through the day to day operations. The first complete book was assembled in 2003
thru 2005. Some of these P&P were rescinded in 2005. In 2007 two BOD were given the task of
reviewing and correcting both the standing P&P and the rescinded P&P, to bring them into
compliance with the Oregon Revised Statues and the Oregon Homeowners Association
Handbook.

The revised P&P were presented to the BOD at a regular scheduled meeting on November 15,
2008, and were approved by a majority vote.

Acknowledged by Corporate Secretary: Date
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