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INTRODUCTION 

Surfside Homeowners Association, a non-profit corporation, was established and is defined by 

the ARTICLES OF INCORPORATION, and is governed by the BY-LAWS of SURFSIDE. 

As an extension of the two controlling documents, and to further insure the coordinated and 

orderly conduct of the business and management functions of the corporation, the BOARD OF 

TRUSTEES, under its charter has established this OPERATIONS MANUAL.  It is intended to 

provide the Association Board of Trustees, Designated Trustees, Management Employees, and 

Committee Chairpersons appointed by the Board of Trustees a vehicle through which to 

understand SURFSIDE’S policies and procedures further delineated by action of the Board. 

This OPERATIONS MANUAL identifies and describes all positions and work functions 

required to establish daily and long-range operations for the SURFSIDE. 

The MANUAL is divided into the following sections: 

 

1. Board Policies 

2. Committee Charters 

3. Operating Procedures 

 

NOTE: 

The Surfside Operations Manual (Policies and Procedures) was revised in its entirety and all 

changes and additions were approved and adopted by the Surfside Board of Trustees on February 

15, 2014.  All changes that have occurred over time are identified in the “Summary of 

Operations Manual Changes included as part of this document.  
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OPERATIONS MANUAL UPDATING DISTRIBUTION & HANDLING PROCEDURE 

The procedure for updating, distributing and handling of this manual shall follow this process: 

1. When the Board of Trustees amends any of the policies or procedures delineated in this 

manual by Board motion, the Business Manager shall prepare the change for review by 

the Board Secretary.  

2. The Board Secretary will then check the meeting minutes to verify the change/changes to 

be made.  When the Board Secretary is confident that the change/changes are as made by 

the full Board, the Board Secretary shall certify the change. 

3. The Business Manager will then change the computerized file and print new page/pages 

of the particular section involved.  On the changed page/pages, the date of the revision 

and the Board vote shall be footnoted.  Copies of the new page/pages will then be 

distributed to all Operations Manual holders.  A list of these manual holders shall be kept 

current in SURFSIDE’S business office. In addition, in June of each year, the Business 

Manager shall collect the Operations Manuals from all Board members, and review and 

update them, for redistribution in August. 

4. Copies of this Operations Manual shall be made available in hard copy or electronic 

format for the general membership for a charge of $25.00.  Members who buy a manual 

will have the option to receive the updates at a charge of $1.00 per page plus postage, if 

applicable.  This charge will be payable before the copies are sent to the manual holders.  

To this end a list of all members who purchase an Operations Manual shall be kept in the 

office. A copy of the current Operations Manual is also available online through the 

Surfside Website.  

5. A copy of this Operations Manual shall be kept at the business office counter and shall be 

made available for members in good standing to review.  Copies of individual pages or 

sections shall be made available at a fee charged for copying and the labor involved. This 

charge shall be as provided for in the Board Policy on SURFSIDE’S Service Fees.  
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BOARD POLICY – ANNUAL MAINTENANCE PLAN LAND BUILDINGS FACILITIES 

ALL SURFSIDE OWNED BUILDINGS, LANDS, AND FACILITIES SHALL BE 

INSPECTED BY THE WATER/FIELD SERVICES DEPARTMENT STAFF ANNUALLY 

UNDER THE FOLLOWING CRITERIA: 

Recommendations for repair or replacement will be reported to the Surfside Business Manager 

for disposition. 

These inspections will be done by the members of the Land & Building Committee, or by others 

as assigned by the Business Manager. 

An Inspection Log shall be maintained listing the date and time of all maintenance and repairs or 

replacements to be done, completed or scheduled.  The following information shall be included 

in the log: 

1. What staff person performed the work.  

2. Actual man hours required to complete the work. 

3. All costs associated with work. (Materials, parts, etc.) 

4. Anticipated start date and projected completion date. 

5. If the work is to be contracted out, the name of the business or individual doing the work 

shall be included along with expected timelines and costs to complete all work 

designated.  

CABANA & CABANA GROUNDS 

1. Grass will be mowed as needed. 

2. Fertilizer will be applied as scheduled. 

3. All grounds shall be maintained. 

4. Restrooms will be clean and have adequate supplies. 

5. Sani-cans will be serviced on a regular schedule. 

6. All cabana lawn areas shall be watered as needed. Landscape berms shall be maintained, 

clear of weeds and bark spread to avoid bare spots. 

7. Garbage will be removed on a regular schedule. 

8. Cabana barbecues will be clean and removed for winter storage.      

9. Perform other tasks as directed by the Field Superintendent and/or Business Manager. 

PEDESTRIAN BRIDGES 

1. All pedestrian bridges shall be inspected each spring by Surfside Water/Field Services 

staff.  A Washington State licensed engineer shall perform an inspection every five (5) 

years) and provide a report to the Business Manager. 

2. Compacted gravel walkway and bridge approach trails shall be 

3. Leveled and recompacted each spring or more often as needed.  
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4. All gravel walkways to bridges shall be maintained weed-free. 

5. Signs identifying the bridges shall be maintained.  

6. All vegetation under and by bridges will be kept trimmed. 

7. Any graffiti shall immediately be removed. 

8. All areas around the bridges and Surfside grounds shall be clear of any debris paper, 

trash, etc. 

9. Other maintenance as requested by the Field Superintendent and/or Business Manager. 

COMMON GROUNDS (Included platted beach walkway easements) 

1. All grounds and land will be compliant with all surfside covenants.  

2. Grass pedestrian walkways will be mowed within the platted easement boundary. 

3. Trees will comply with tree height limits. 

4. Signs will be maintained (straight, etc.) 

5. Safety hazards will be corrected or removed. 

6. Other maintenance needs as directed by the Field Superintendent and/or Business 

Manager. 

BUILDINGS 

SAFETY IS THE FIRST PRIORITY 

1. All fire extinguishers maintained and inspected annually. 

2. First aid kits shall be provided in all buildings and maintained as needed. 

3. Any identified hazards shall be corrected or removed immediately. 

4. Safety practices shall be implemented, specifically to prevent or address hazardous spills, 

accidents, etc.  

5. Building maintenance (2
nd

 priority) 

6. Make all repairs identified in annual Inspection Reports. 

7. Make any repairs identified from repair “memos”. 

8. Buildings shall be maintained neat and clean inside and out. 

9. Maintain an annual Maintenance Log as stated in #1-C above. 

10. Perform any other repairs, replacement or removals as directed by the Field  

Superintendent and/or Business Manager.  
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BOARD POLICY – SURFSIDE SERVICE FEES 

1. Residential Water Service Hook Up and associated water distribution services within 

Surfside Homeowners Association Designated Water Service Area. 

2. For platted areas of Surfside Estates, Ocean Woods, Ocean Crest and Sunny Slopes, the 

following fees will be assessed and shall be paid in advance of any work done: 

a. New water service       $1,150.00 

3. Surfside Homeowners Association will provide water service only to properties within 

the Surfside Designated Water Service Area, as defined in the current Washington State 

Department of Health approved Surfside Homeowners Association 6-Year Water System 

Plan.  

For areas other than Paragraph 1 above, are as follows: 

1. Developmental Fee, Reserve for additional wells, pumps, pump houses, water 

distribution and/or storage facilities, etc. required to supply the increased demands 

produced by expanded service where a water main exists.   $1,200.00 

2. Water Hook Up Fee        $1,150.00 

Other Fees/Charges 

1. Owner Request for Water Shut Off or Turn on (per request)    $25.00 

2. Repair costs of damage to water facilities caused by contractor, owner or others:   Time 

& Materials 

3. Water service removal or relocation      $600.00 

4. Water meter drivable box_______________________________________ $150.00 

5. The fee to test a residential backflow assembly:     $30.00 per test 

6. The fee to test a commercial backflow assembly:    $45.00 per test 

The backflow assembly test fee is contingent on the assemblies being accessible to the tester 

without notice or making appointment with member to perform the test. The Water Department 

will make all reasonable accommodations to meet with members during normal business hours 

so that they may be present to witness their backflow assemblies test. The backflow assembly 

must also have sufficient clearances inside its vault or enclosure to accommodate testing 

equipment.  In the event the backflow assembly fails a test the member will have the assembly 

repaired or replaced and retested within 30 days. A fee will be charged for each test regardless of 

the outcome of the test. 

1. Cross Connection Survey:        $300.00  

Non-residential and multifamily residential premises cross connection survey conducted by a 

Department of Health certified Cross Connection Specialist employed by Surfside 

Homeowners Association. 

2. Variance fee – see Operating procedure #104 for restrictions  $360.00 
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Exceptions are as follows: 

1. Any lot that has never been subject to Surfside Homeowners Association lot assessment 

fees and charges must pay full development fee. 

2. Beach Addition - By individual contracts only, 

Water Main Extensions: 

1. The Surfside Homeowners Association may deem it necessary to extend and/or increase 

the size of a water main(s) in order to adequately provide water service to a lot or sub-

division.    

2. All costs, including ancillary costs such as engineering, permits, review fees, and road 

restoration, of a water main extension and/or increase in size will be paid for by the lot 

owner or developer. Proof of payment will be demonstrated to Surfside Homeowners 

Association’s satisfaction prior to acceptance of water main extension by Surfside 

Homeowners Association. 

3. All planned water main extensions installed must meet SURFSIDE’S design and material 

standards as defined in the current Surfside Homeowners Association Water System Plan. 

Before construction can begin, Surfside Homeowners Association’s engineer must 

approve the plan. The land owner or developer will pay all costs incurred by Surfside 

Homeowners Association’s engineer. 

4. Ownership of any water main extension will revert to Surfside Homeowners Association 

once it has passed the Surfside Homeowners Association inspection including 

verification of construction in accordance with the design and the following tests; 

bacteriological, pressure, and flow tests.  Installer of the water main will pay for the cost 

of the tests. 

Water service removal, relocation or other related water distribution work orders. 

1. All requests for water service, relocation of water service or installation of new or non-

functioning water boxes (or meters) must be submitted, in writing to the Surfside 

Business Office. All requests will be reviewed for appropriateness, determine cost and 

schedule work. All costs for the work to be performed will be paid to Surfside 

Homeowners Association by the property owner.  

2. The fees for individually requested services are described in Sections 1.2 and 1.3 above.  

Commercial Water Hook Up: 

1. The cost of each water hook up will be determined by Surfside Homeowners Association 

based on parts and labor required to install a metered service at the property to be served. 

Surfside Homeowners Association will determine, at their discretion, the size, type, make 

and model of all equipment needed to install the metered service. 

Commercial Water Service Charges: 

1. Commercial water rates, meter fees, and conditions of service will be set by individual 

Service Agreements and will be metered 
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Charges for water: 

1. Charges will be described in the Service Agreement. 

Water rates and meter fees and conditions of service will be reviewed annually. (January 

1) 

2. Meters will be read monthly and billed as provided in the contract. 

Delinquent Accounts: 

1. Water service for customers with delinquent accounts may be terminated through action 

taken by the Surfside Homeowners Association’s Board of Trustees upon certified receipt 

of notice of ninety-day delinquency of the account from SURFSIDE’S business office. 

This provision will be stated in each water service contract. 

Copy Machine Costs: (Members Only) 

1. Black & White   - $ 0.10/copy 

2. Color copies    - $ 0.75/copy  

3. Multiple copies of multiple pages - $ 0.10/copy plus labor  

4. Labor for multiple copies or large projects will be charged at a rate of one/half (1/2) hour 

increments and will be based on employee prevailing rate of pay. 

5. All copying will be done by office personnel. 

6. All copying charges will be paid in advance.  Telephone requests will not be accepted. 

7. A membership list may be provided to a member on paper, computer disk, or via email 

for a charge of $10, provided that an application and agreement are filled out and signed 

by the member. Such information shall not be used for commercial purposes. See also the 

Board Policy on SURFSIDE Documents, Section 3.  

Fax Charges: 

1. Local Faxes - No charge 

2. Faxes within the United States: 

a. One page         $2.00 

b. Additional pages (each)       $1.00 

3. No International faxes, either incoming or outgoing, are allowed. 

4. No charge for incoming faxes within the United States. 
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BOARD POLICY – BUDGET 

1. Fiscal responsibility for SURFSIDE funds is maintained thru adherence to the Annual 

Operating Budget.  The Annual Budget expresses SURFSIDE’s allowable expenditures 

for operations, capital investments, reserves, etc., and is the basis for the determination of 

annual membership fees and assessments. 

2.  SURFSIDE’S Fiscal Year shall run from January 1 thru December 31. 

3. The amount of annual membership dues and lot assessments shall be determined from the 

total budget for operating expenses and capital expenditures. 

4. The Budget Committee shall develop and prepare an annual budget in accordance with 

Operating Procedure #103. 

5. The Budget Committee Chairperson shall be the Board Treasurer. 

6. The Bookkeeper and Business Manager shall be regular members of the Budget 

Committee.  

7. The Budget Committee shall be responsible only to the Board of Trustees, but will have 

complete autonomy in the development of the Annual Operating Budget. 

NOTE: See Operating Procedure #103 for budget expenditure rules and restrictions.
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BOARD POLICY - BUSINESS PRACTICES AND CONTROLS 

Telephone: 

1. No telephone credit cards will be authorized or issued. 

2. Authorized phone calls made away from SURFSIDE’S business office will be 

reimbursed by SURFSIDE provided a copy of the phone bill is submitted when 

requesting payment. 

3. Managers shall control the use of SURFSIDE telephone toll calls.  A log of toll calls shall 

be maintained. 

Property and Equipment: 

1. Equipment, vehicles or tools belonging to SURFSIDE shall not be loaned out or rented to 

any SURFSIDE member. 

2. Association equipment, vehicles and/or tools shall be operated by authorized SURFSIDE 

employees only.  

3. Property (buildings, cabanas, common areas) will be loaned or rented to SURFSIDE 

members only per office procedures. 

4. No Surfside owned vehicle, equipment or tools shall be used by any Surfside employee 

or member for personal use on or off Surfside property.  

5. Any vehicle, equipment or tools to be used by Surfside, which are not owned by Surfside, 

shall require a written agreement between Surfside and the owner of said vehicle, 

equipment or tools prior to any use.  

6. Equipment, vehicles or tools belonging to SURFSIDE shall not be loaned or rented out to 

other entities unless a written agreement between Surfside and the specific entity has 

been implemented for the proposed use.  This agreement shall include any costs 

associated with the proposed use as well as timeframe for use.  

Reimbursement: 

1. Except where Board authorization is obtained, SURFSIDE shall not reimburse for 

entertainment expenses.  (Food, Cocktails, etc.) 

2. Reimbursement for per diem and mileage shall not be considered compensation as 

referred to in Article IV, Sect. 6, of By-Laws. 

Mileage: 

1. Reimbursement for mileage shall not be paid unless a completed "Request for 

Reimbursement" form is presented to the business office.  All requested information must 

be filled in on the form. 

2. Only authorized travel is reimbursable. 

3. Authorized mileage shall be figured from SURFSIDE’S business office to the point of 

destination and returning using the most direct route.  Bridge tolls are reimbursable when 

an integral part of the route traveled. 

4. Employee "Request for Reimbursement" must be approved by the appropriate manager 

and/or Trustee prior to submittal for payment. 

5. Mileage shall be paid at the rate allowed by the US Internal Revenue Service, or as 

approved or amended by the Board of Trustees. 

6. No mileage shall be paid when SURFSIDE vehicles are used. 
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7. Employees required to use their personal vehicles in the performance of their duties shall 

be reimbursed for miles traveled based on the IRS rate.  Travel to and from home is not 

reimbursable. 

Per Diem Expense: 

1. Per Diem Expense must be authorized in advance by the Business Manager, Field 

Superintendent, Board Treasurer or Board President.  
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BOARD POLICY – COMMITTEES  

Standing Committees are required by the Board of Trustees to extend its capabilities to deal with 

the many facets of the Surfside Homeowners business.  In addition, from time to time, 

Temporary and/or Special committees will be required and appointed to handle specific 

problems and situations. 

Standing Committees: 

2. Standing Committees serving the Board shall be: 

a. Architectural Committee 

b. Executive Committee 

c. Tree, Brush, Vegetation, & Noxious Weed Sub-Committee   

d. RV Committee 

e. Emergency Management Committee 

f. Land and Buildings Committee 

g. Community Relations Committee 

h. Audit Committee 

i. Water System Planning Committee 

3. The term of office for Standing Committee Chairpersons shall be one year. 

4. Committee chairperson shall be appointed/reappointed at the August monthly Board 

Meeting each year. 

5. The Board President shall appoint or remove the Chairperson of each Committee with 

Board approval.  The chairperson shall, in turn, select or remove, with Board approval 

and/or confirmation, the additional members of their committee. 

6. A roster of all committee members shall be provided to the Board Secretary, by the 

Chairperson. 

7. Committees shall consist of as many persons as the Chairperson deems necessary to 

accomplish their assignment, consistent with the Committee Charter. 

8. Monthly reports at the Board Meetings will be prepared, submitted and presented by the 

Committee Chairperson as required by the Board. 

9. The Board may assign one of its members to a committee as a Designated Trustee who 

shall be a full member of that committee. 

10. Each Committee shall have a charter (see Committee Charter section) under which it 

shall operate.  The charter shall set forth the scope of operation and its duties and 

responsibilities. 

11. A majority of the members of a committee must be present in order to take action as 

representing the consensus of the committee.  Exceptions are specifically stated in 

Committee Charters. 

Temporary/Special Assignment Committees: 

1. Temporary/Special Assignment Committees shall have an active life at the discretion of 

the Board of Trustees. 

2. The Board shall appoint the Chairperson of each committee.  The Chairperson shall, in 

turn, select, with Board approval and / or confirmation, the additional members of their 

committee. 

3. A roster of committee members shall be provided to the Board Secretary by the 

Chairperson. 
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4. The following Committees have been designated as Temporary/Special Assignment 

Committees and will be reviewed annually by the Board of Trustees: 

a. Budget Committee   

b. Nomination Committee 

c. Elections Committee   

d. Fishing Derby Committee  

e. Activities - Special/Social Committee 

f. Registration (Annual/Special Meetings) Committee 

g. Fish & Waterway Management Committee 

h. Insurance Committee 

i. Policy & Procedures Committee 

j. Investment Committee 

k. Water System Planning Committee 

5. Each Temporary/Special Assignment Committee will be covered by a charter which will 

define its specific operating scope. 

6. The Board Secretary will maintain a current list of all Temporary/Special Assignment 

Committees and their members. 

Qualifications for Appointment 

1. All appointees to a Standing or Temporary/Special Assignment committee must be and 

maintain themselves as a member in good standing of Surfside Homeowners Association.  
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BOARD POLICY – COMPLAINTS  

Complaints from SURFSIDE members shall be responded to within fifteen (15) working days 

and resolved to the extent possible for the ultimate benefit of SURFSIDE membership.  

Complaints shall remain confidential. 

1. SURFSIDE shall only consider written and signed complaints. 

2. A complaint form shall be available at SURFSIDE’S business office counter for this 

purpose. 

3. Signed complaints received by mail shall also be honored. 

4. No telephone complaints shall be taken or acted upon. 

5. Properly completed complaints shall be received and recorded by the business office, and 

then forwarded to the proper authority for action. (See NOTE below) 

6. The covenant compliance designee shall investigate and try to resolve all assigned 

complaints in a timely manner.  Complaints not resolved shall be transferred to the 

Business Manager for final resolution.  If resolution by Business Manager cannot be 

attained, then the matter shall be referred to the Board of Trustees. 

Answering Complaints: 

1. Complaints which can be resolved by adhering to the Articles of Incorporation, By-Laws, 

Covenants, and policies and guidelines provided for in the Surfside Operations Manual, 

shall be answered by an approval letter, over the signature of the covenant compliance 

designee and/or Business Manager.  

2. Complaints which are more complex and which require some type of Board action, shall 

be referred to the Board of Trustees. 

NOTE: Distribution of signed complaint forms: 

o Field Operations related problems:   Field Superintendent 

o Water System related problems:   Water System Manager  

o Building, structure, height violation, set-backs, etc.:           Covenant compliance designee 

o Tree/Vegetation Height:               Covenant compliance designee 

o Security:          Sheriff Patrol Officer 

o Recreational Vehicle/RV Compliance:      Covenant compliance 

designee and Water/Field Services Superintendent 

o Grievance Committee:              Covenant compliance designee.  
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BOARD POLICY – CONFLICT OF INTEREST 

DEFINITION:   

Conflict of Interest:  A conflict between the private interests and the official responsibilities 

of a person in a position of trust.  (Merriam-Webster’s Dictionary). 

1. Conflicts of interest involving or affecting SURFSIDE shall be avoided. 

2. Employees, Trustees, and Committee members shall identify any instance in which a 

conflict of interest exists, or may be perceived as existing. 

3. Employees, Trustees, Committee, and SURFSIDE members, shall withdraw, or recues 

themselves, from active participation in any activity they deem themselves in conflict 

with SURFSIDE and/or resign from further participation in this activity. 

4. The Board may adopt policies and guidelines for determining actions to be taken to 

prevent and resolve conflicts of interest 

5. If a conflict of interest becomes apparent to the Board of Trustees, immediate action shall 

be instituted by the Board to resolve the conflict. 

6. The Board President shall appoint a Trustee, other than himself/herself, to review the 

conflict complaint. 

7. Appointed Trustee will select two (2) other SURFSIDE members, who are not present or 

past Board members, to serve on the review panel. 

8. In the case of a conflict complaint against an employee, the designated Trustee for said 

employee shall not be a member of the review panel. 

9. All conflict of interest complaints shall be handled in a confidential manner by the review 

panel. 

10. Conflict of interest complaints shall be handled in a timely but thorough manner. 

11. Report of the review panel findings, after a review by legal counsel, shall be presented to 

the full Board of Trustees, in a closed meeting, for discussion and final action. 

12. A finding of a TRUE conflict of interest by a two-thirds (2/3) majority of the full Board 

shall result in: 

a. The immediate termination of the employee. 

b. The automatic call for the resignation of the Board or Committee member.  
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BOARD POLICY – CONTROL OF ASSOCIATION DOCUMENTS 

Surfside Homeowners is a membership association and, as such, all members have a vested 

interest in the affairs pertaining to SURFSIDE.  Certain policies have been established for the 

control of SURFSIDE documents and information. 

Surfside Homeowners Association shall keep at its registered office the following: 

1. Current Articles of Incorporation and By-laws, Restrictive Covenants and Policy and 

Procedures (Operations) Manual; 

2. A record of members, including names, addresses, and class of membership, if any; 

3. Correct and adequate records of accounts and finances; 

4. A record of officers' and directors' names and addresses; 

5. Minutes of the proceedings of the members, if any, the board, and any minutes which 

may be maintained by committees of the board.  Records may be written, or electronic if 

capable of being converted to writing. 

6. The records shall be open during normal office hours for inspection by any member in 

good standing. 

7. Cost of inspecting or copying shall be borne by such member except for costs for copies 

of articles or bylaws.  Any such member must have a purpose for inspection reasonably 

related to membership interests.  (Any request for inspection of records and/or copies of 

documents or membership lists, must be submitted in writing)  Commercial use or sale of 

membership lists by such member if obtained by inspection is prohibited. 

8. The superior court of the corporation's or such member's residence may order inspection 

and may appoint independent inspectors.  Such member shall pay inspection costs unless 

the court orders otherwise. 

NOTE:  THE FOREGOING SECTION IS TAKEN FROM RCW'S OF THE STATE OF 

WASHINGTON “24.03.135, RECORDS”, WITH HIGHLIGHTED ADDITIONS 

1. READING FILE:  A reading file shall be maintained of copies of approved and signed 

minutes and including all attachments.  This reading file will be available during regular 

business/office hours, except on board meeting days. 

2. Copies of approved and signed minutes, financial statements, and approved budgets shall 

be available to all members in good standing. 

3. Incidental costs of providing requested copies shall be borne by the requesting member, 

and shall be paid for in advance. 

4. Requests for copies must be made in person and in written form. Telephone orders will 

not be accepted. 

5. Copies of owner’s mailing list shall be available in SURFSIDE’S business office upon 

written request. (See section 1.2 above)  Cost of copying the master list shall be borne by 

the requesting member. The Board may establish reasonable requirements on the use of 

such mailing lists to protect member privacy. 
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6. No original SURFSIDE record or tape recording of any Board of Trustee meeting, and/or 

general membership meeting shall be removed from SURFSIDE’S business office except 

by court order. 

7. Board of Trustee meetings shall be taped by the Secretary to the Board (for the purpose 

of ensuring accuracy of Board meeting minutes).  Such tapes shall be maintained at 

SURFSIDE’S business office. 

8. Correspondence shall not be copied except for administration use within SURFSIDE, but 

may be reviewed by members in good standing in SURFSIDE’S business office by 

arrangement with the Board Secretary or Treasurer. 

9. Single copies of division maps shall be furnished at no charge to members.  Requests for 

maps, or multiple copies of documents, shall be charged at 25 cents per copy. Such 

copies shall be stamped so as to relieve Surfside Homeowners Association of any 

responsibility as to the accuracy of such maps.  
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BOARD POLICY - RECORDS RETENTION SCHEDULE 

 

Accounting Records:      Guideline (paper/electronic): 

Chart of Accounts Permanent 

Budgets Permanent 

Invoices/Owner billings 7 years 

Vendor bills/expense records 7 years 

Accounts payable ledgers 7 years 

Accounts receivable ledgers 7 years 

Bank statements, canceled items and reconciliation reports 7 years 

Canceled checks, important (tax payments, property 

purchases) 

Permanent 

Duplicate deposit slips 3 years 

Petty cash records 7 years 

Certificate of deposits, matured 7 years 

Investments (stocks/bonds), sales and purchases Permanent 

Balance sheet and profit/loss statement, internal, year-end 

reports 

Permanent 

Trial balance, year-end Permanent 

Balance sheet, profit/loss statement, internal, monthly 

reports 

3 years 

General ledger report, annual Permanent 

Check register, annual Permanent 

Journal entries Permanent 

Subsidiary ledgers 7 years 

Property/Fixed asset purchases Permanent 
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Real estate purchases Permanent 

Depreciation schedules Permanent 

Inventory records 7 years 

Purchase records 7 years 

Lease payment records Life + 7 years 

Audited/Reviewed/Compiled year-end financial reports Permanent 

Tax returns and IRS documents Permanent 

Tax documents/elections Permanent 

 

Employee Records:      Guideline (paper/electronic): 

Benefit plans, including pension and profit sharing plans Permanent 

Employee files, ex-employees 7 years 

Payroll checks and register, including time records 7 years 

Employment tax returns Permanent 

W-2 forms Permanent 

Employment applications 3 years 

 

Association documents:     Guideline (paper/electronic): 

Ownership/Membership records Permanent 

Deeds, Plats, Maps Permanent 

Governing documents: Permanent 

Declaration, Covenants, Conditions, and Restrictions, including all 

amendments 

Permanent 

Articles of Incorporation, including all amendments Permanent 

Bylaws, including all amendments Permanent 

Board policies and resolutions Permanent 
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Restrictions and rules Permanent 

Architectural guidelines Permanent 

Architectural approvals and disapprovals Permanent 

Election records Permanent 

Meeting Minutes, Annual Meetings Permanent 

Meeting Minutes, Board of Trustees Permanent 

Meeting Minutes, Committees Permanent 

 

Other Documents:      Guideline (paper/electronic): 

Insurance policies Permanent 

Insurance claims Permanent 

Contracts, vendor, minor Life + 7 years 

Contracts, vendor, major Permanent 

Contracts, employee Permanent 

Contracts, management Permanent 

Bids/Proposals 7 years 

Correspondence, general 4 years 

Correspondence, legal matters Permanent 

Leases Life + 7 years 

Mortgages Permanent 

Note payable documentation Life + 7 years 
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Electronic files: 

 

General: Documents that are in electronic form should be retained for the same periods as 

documents in paper or any other form based on the above schedule.   

 

Email: Important emails should be retained based on the above schedule and routinely saved 

to a “Saved” folder.  Important emails are, essentially, all emails that contain any 

substantive communication between Surfside and any member or outside party as well as 

emails between Surfside employees which relate to the employment relationship or in which 

some decision or action is announced.  Other emails (e.g. “Do you have time to talk to me 

tomorrow afternoon about the …”) do not need to be retained.  However, any uncertainty 

regarding whether an email should, or need not, be retained should be decided by retaining 

the email for the requisite period.  Unless an email falls into a different category based on 

the above schedule, emails should be considered “general correspondence” and retained for 

at least 4 years.  Emails that are retained should be routinely saved to a “Saved” folder.  This 

prevents the email program from deleting older files. After the end of each year, the year of 

saved emails should be saved to a newly created folder within “Archives” named for the 

previous year.  If it is a file that should be saved forever or for longer than 4 years, save the 

email as a computer file then proceed with the step below.   

 

Computer files:  Routine backups should be done both to cloud storage automatically plus 

weekly to the external hard drive.   

 

Documents pertaining to pending or threatened legal matters: 

 

Special considerations apply to any document or record which contains information that 

may be pertinent to any pending civil or criminal litigation or formal administrative action 

(together a “Proceeding”) or active inquiries or investigations which could lead to a 

Proceeding (an “Investigation”).  The basic rule is that any document which could contain 

information that relates to any Proceeding or Investigation should not be destroyed based on 

the above schedule.  These types of documents should be retained indefinitely and only 

destroyed based on the specific advice from legal counsel.   
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As a result, special care must be taken when destroying documents, based on the above 

schedule; First, to determine if there are any current Proceedings or Investigations and then, 

Second, review the documents subject to destruction for information which could, even 

remotely, be pertinent to that Proceeding or Investigation.  If there is any chance that a 

document could contain such relevant information, it should be retained indefinitely as 

stated above.  Again, any ambiguity should be resolved in favor of retaining, rather than 

destroying, a document. 

 

Adopted 11/15/14  
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BOARD POLICY – CONTROL OF ASSOCIATION FUNDS 

Fees and Assessments: 

1. Property owners shall be billed on January 1st of each year.  The amount of assessment to 

be billed shall depend on the budget for the current year. 

2. Fees and assessments become delinquent on March 1st of each year.  Interest at the rate 

of 1% per month shall be charged after that date. 

3. Accounts still delinquent as of May 1st of each year shall be subject to the filing of a Lien 

against the property.  The office shall charge a $75.00 fee per lot for each lien filed; a 

$75.00 per lot fee shall be charged to remove said lien, along with any and all applicable 

legal fees as stated in "Operating Procedure #102". 

Miscellaneous Billings: 

1. Charges for services performed; i.e., repairs to broken water lines, water hook-ups, 

trenching, water shut-off, see SURFSIDE’S Service Fees. 

2. Charges for all commercial water shall be billed as provided for in each Commercial 

Water Service Contract. 

3. N.S.F. Checks: A $25.00 service charge shall be placed on all accounts for any and all 

N.S.F. check returned to SURFSIDE. 

Payment of Bills: 

1. The Board shall select and maintain a list of Board members who are authorized to sign 

checks. 

2. All checks written against SURFSIDE accounts shall bear two (2) authorized signatures. 

3. The Bookkeeper shall be authorized to pay all routine accounts and shall refer to the 

Board only those accounts requiring Board action. (All expenditures from reserve/capital 

improvement accounts will be so noted in the minutes of Board of Trustee meetings)  A 

report of all checks written between monthly board meetings shall be furnished to the full 

Board for their information. 

Proposed Budget Items exceeding 20% of Annual Budget 

1. Prior to a Board decision on a capital expenditure project exceeding 20% of the current 

operating budget, the Board shall hold a hearing to take comments from members 

regarding anticipated expenditures.  The announcement of this hearing shall be made at 

least 14 days in advance of the hearing by posting at the Surfside’s business office or 

through regular Surfside publications.  These provisions may be waived by the Board in 

the case of an emergency. 

CONTRACTING & PURCHASING POLICY – SEE OPERATING PROCEDURE # 106 
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BOARD POLICY – PURPOSE AND PROCEDURES FOR CONTINGENCY FUNDS 

Overview: 

1. Contingency funds are funds set aside each year in the budget process with the intention 

of: 

2. Allowing for unexpected expenditures to address issues and programs that arise that are 

so significant to fulfilling the mission of Surfside Homeowners Association that they 

must be undertaken.  

3. Providing departments with funding for non-essential, peripheral projects that are not 

included in their budgets.  

4. By setting these funds aside during the budget process for use in the upcoming fiscal 

year, Surfside will not have to cut previously approved, non-essential projects or 

purchases and will be better able to manage its overall budget. 

5. The establishment and use of the contingency fund supports good fiscal management of 

Surfside through planned revenue growth and proper expenditure controls. 

Purpose of a Contingency Fund: 

1. Surfside departments and committees are asked to submit budgets that look into the 

future 6-18 months.  Because of increasing changes in technology and State/County 

mandate, the economy and other factors, it is impossible to accurately predict all needs 

over that time span.  The contingency fund is to be used as a back-up for changing needs 

over each budget cycle. 

2. The budget process is involved and time consuming and is also the only opportunity for 

budget projects they should be undertaken throughout the year.  With only one chance at 

funding, all proposed projects and expenditures need to be submitted.  The contingency 

fund allows to more carefully martial efforts on the most effective and engaging projects 

while allowing for funding of future projects that are not part of the original budget 

request.  

Procedures for Accessing Funds:  

1. The request for use of contingency funds shall first be reviewed by the Business 

Manager, System Manager and Board Treasurer with final approval of the expenditure by 

the Surfside Board of Trustees.  Requests shall be made in writing and shall provide a 

detailed explanation of the funding, including specifics on the project scope of work, 

material/equipment needed, reasons for the specific equipment/material and actual costs 

as determined through quotes from providers, consultants or manufacturers.  The Surfside 

Bookkeeper shall verify funds available for the expenditure. 

2. The Business Manager, or Water System Manager and the Board Treasurer shall review 

the proposal for expenditure of contingency funds and determine that all required 

information is included and shall have a minimum of 10 days to complete review of the 

proposal before submitting to the Board for consideration. If the proposal is deemed 

complete, the request will then be submitted to the Board of Trustees for action through a 

motion and vote for approval by the Board at the next available regular monthly Board 

meeting. The presentation and request for contingency funds shall be part of the 
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Treasurers report at the Regular Board meeting and included in the Board minutes with 

actions taken.  

3. The person/department submitting the expenditure of contingency funds shall be notified 

of the Board decision in writing by the Business Manager.  
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BOARD POLICY – CORRESPONDENCE 

1. The Business Manager is charged with the responsibility for the control of all 

correspondence. (incoming and outgoing) 

2. Copies of all incoming correspondence shall be retained on file in the Surfside 

Homeowners Association business office. 

3. All incoming correspondence shall be date stamped upon receipt. 

4. Original correspondence addressed to an individual Board member shall be placed in the 

individual’s office box.  

5. No original correspondence addressed to Surfside Homeowners Association shall be 

removed from SURFSIDE’S business office. 

6. Copies of all relevant correspondence shall be directed to the appropriate 

Trustee/Designated Trustee, Department Manager, or Committee Chair. 

7. Every letter and email should have a rapid acknowledgement of receipt, if the sender can 

be identified, and a response within ten (10) business days to the subject matter contained 

therein.  

8. Correspondence shall not be copied except for administrative use within SURFSIDE. 

9. A file of incoming correspondence shall be maintained for use by the Board of Trustees 

staff and committees. 

10. Correspondence requiring Board action shall be referred to the Board at the monthly 

meeting and shall be handled under "New Business".   Correspondence requiring more 

immediate action will be brought to the attention of the Business Manager, Water System 

Manager, Field Superintendent, Board Secretary or the Board President for action, i.e., 

"Special Meeting". 

11. Members in good standing may review correspondence, except those of legal or 

personnel nature.  Prior arrangements must be made through the Business Manager, 

his/her designee, or the Board Secretary.  

12. All Board outgoing correspondence must be approved by the Board of Trustees and shall 

carry the signature of the Board President, Business Manager, Water System Manager or 

Committee Chair. This shall not limit the filling of routine requests for information by 

other managers or staff. 

13. The Business Manager or his designee shall take the appropriate action on all incoming 

correspondence. 

14. Letters requiring answers by Board Members, Designated Trustees, Committee Chairs, or 

department managers shall be referred to the proper party for a timely response. 

15. Follow up files shall be maintained to assure all correspondence is closed out properly. 

16. All outgoing correspondence by Board members, or Committee, or department managers 

shall be processed through SURFSIDE’S business office to ensure that complete records 

are maintained. 
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17. Outgoing correspondence shall be maintained in an outgoing correspondence file for 

initialing by Board members.  Any Board member, who disagrees with outgoing 

correspondence for any reason, shall have seventy two (72) hours to make his/her 

disagreement known to the originator of the correspondence.  A majority of sitting Board 

members may halt any outgoing correspondence. 

18. Form letters which have had prior Board approval do not need to be held for Board 

members initialing.  Any deviation from the standard form letter shall require Board 

approval.  



 

Revised 8/15/2015  Page 31 of 120 

BOARD POLICY – DEVELOPMENT ON CONTIGUOUS LOTS 

INTRODUCTION 

1. The Restrictive Covenants of Surfside Estates contain, among other things, restrictions on 

the type of use permitted on the various lots in Surfside Estates. The Restrictive 

Covenants also contain provisions regarding garages, storage sheds and other structures 

which are accessory to permitted residential use on the lots, but which are not permitted 

as freestanding, independent development. 

2. Many of the lots of Surfside Estates are relatively small. As a result many homeowners 

own two or more adjacent lots and, in essence, use these lots as one developed parcel. 

This sometimes results in a freestanding garage or shed being located on a platted lot 

separate from the lot on which the residence is located. In instances where the adjacent 

lots are side by side along the same street, this is consistent with the Restrictive 

Covenants, as the lots appear to be one developed site, although there are intervening lot 

lines. However, in other instances, where the lots are not side by side or have a relatively 

short lot lines in common, the development on the lots may appear less integrated and 

therefore may not be consistent with the Restrictive Covenants. 

POLICY 

1. The Architectural Committee will therefore use the following criteria to determine if two 

or more lots are considered contiguous for purposes of the Restrictive Covenants. If lots 

are contiguous according to the following standards, any accessory development which is 

allowed on a lot containing a principal use is allowed on the contiguous lot(s). If lots are 

not contiguous according to the following standards, then no development may be 

permitted on the lot not containing the principal use unless that development would be 

permitted as a freestanding, independent use. For purposes of this policy, two or more 

lots will be "considered contiguous if any of the following standards are met: 

2. At least 20 feet of the side and/or rear lot lines of the lots are coterminous. 

3. The Architectural Committee determines, in its discretion with appeal to the Board, that 

the layout and orientation of the lots and/or the design, orientation and screening of the 

proposed development will present the appearance from adjoining rights-of-way and 

nearby properties that the lots are developed and used as one site, rather than separate 

sites, and that visual impacts of the accessory development on nearby properties are 

significantly reduced.  
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BOARD POLICY – DISPOSAL OF REFUSE 

The Articles of Incorporation of the Surfside Homeowners Association make provisions for the 

collection and disposal of refuse.  To address this requirement in a cost effective manner, 

SURFSIDE has established this policy to control the refuse removal needs of the membership.  A 

centralized refuse disposal area has been established and no individual lot pick-up shall be 

supplied.  The use of the refuse disposal area by members of SURFSIDE is subject to the 

following rules and regulations; 

Eligibility for use 

1. Members in good standing of Surfside Homeowners Association shall receive one yearly 

compactor pass. 

2. Guest with one day entry pass. 

3. Member must request pass from Surfside Homeowners Association’s business office. 

4. Pass must be presented to compactor attendant upon entering refuse disposal area. 

5. Pass will be retained by compactor attendant. 

Entry Passes 

1. Entry passes are issued each year at the Surfside Homeowners Association’s  business 

office to members who have paid their yearly dues and assessments. 

2. One pass maximum for each membership, with the exception of property rentals.  A 

“renters pass” will be issued for the renter. 

3. Member shall provide office with the Division, Block and Lot numbers or street address 

of property. 

4. Dues and Assessments must be current March 1 of current year for issuance of entry pass. 

Attendant 

1. The attendant shall be an employee of SURFSIDE. 

Attendant duties; 

1. Shall be on duty during all open hours. 

2. Shall check “entry passes” and “guest passes” on all entering the refuse disposal area. 

3. Shall refuse admission to any person not meeting eligibility requirements above. 

4. Shall direct disposal if required. 

5. Shall direct vehicles to move out promptly after refuse has been unloaded. 

 

Provided Facilities: 

Compactor; 

 Maintained for the disposal of kitchen or “wet” garbage 

 Wet garbage or refuse must be sealed in plastic moisture-proof bags 

 Two 45 gallon bags (or equivalent) per day limit per member 
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 Drop Box/Boxes;  

Large drop boxes shall be maintained for the disposal of other than “wet” garbage/refuse 

DRY refuse not to exceed two (2) 45 gallon bags or equivalent per day per member 

 

Material not accepted in drop boxes; 

Construction or remodeling refuse 

Large household items; e.g., rugs, TV’s, mattresses and box springs, appliances or other 

furniture 

Yard debris; e.g., grass, shrub and tree trimmings 

 Recycling Bins  

Surfside Homeowners Association may provide a recycling bin, with separate storage 

areas for various kinds of paper, glass, metals, or other recyclable materials. 

Compactor Attendant will monitor and enforce proper placing of recyclable materials. 

 

Hazardous Materials 

Disposal of hazardous materials (as defined periodically by Federal, State, or local regulatory 

agencies) is strictly prohibited at the Surfside Homeowners Association’s refuse disposal site. 

Compactor Attendant and the Surfside Homeowners Association business office will provide 

information to members on methods and locations for hazardous waste disposal. 

 

NOTES:  

Each member and guest is responsible for placing refuse in the compactor, drop boxes and 

recycling bins. All members and guests shall clean up any spills or dropped material. 

Surfside Homeowners Association urges all to recycle all material possible. Recycling helps the 

environment and helps to offset our disposal costs.  
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BOARD POLICY – ELECTIONS  

Elections are held annually to elect a minimum of three members to the Board of Trustees. Other 

special items requiring a vote of the membership shall be taken up at the Annual Meeting or at 

special elections called by the Board of Trustees 

The Board of Trustees has the responsibility and authority to conduct the election process for the 

selection of Trustees.  Such responsibility and authority is provided through the By-Laws of the 

Surfside Homeowners Association. 

1. An Election Committee Chairperson shall be appointed by the Board of Trustees at the 

January Regular Board Meeting each year. 

2. The Election Committee Chairperson shall be a Member of the Board of Trustees, unless 

voted otherwise by a majority of the sitting Board. 

3. The Election Committee Chairperson shall be responsible for the following: 

a. Complete oversight of the Election process. 

4. Act as Designated Trustee and Board Adviser to the Nominating Committee. 

5. Find and bring forward to the Board of Trustees a Designated Election Committee 

Chairperson to oversee the actual election of Trustees, and the handling of all the election 

process as specified in Operating Procedure #101.  (NOTE: DECC Duties and 

Responsibilities are covered in “Committee Charter”) 

6. A Nominating Committee Chairperson shall be appointed by the Board of Trustees on the 

advice of the Election Committee Chairperson at the February Regular Board Meeting. 

7. The Nominating Committee Chairperson shall be a member in good standing of the 

Surfside Homeowner Association. 

8. The Duties and Responsibilities of the Nominating Committee Chairperson are described 

in the “Committee Charters” section. 

9. A Designated Election Committee Chairperson shall be hired by the Board of Trustees, 

with the advice of the Election Committee Chairperson, in May of each Year. 

10. The Designated Election Committee Chairperson, (Hereafter referred to as the DECC), 

shall have no affiliation with the Surfside Homeowners Association, nor shall they be 

related to any Trustee or person running for a position on the Surfside Homeowners 

Association Board of Trustees. 

11. The person hired as the DECC shall be an impartial, bonded, reputable person with 

previous election experience whenever possible. 

12. The Duties and Responsibilities of the DECC are set out in “Committee Charter” section. 

13. The election process shall be conducted in accordance with Operating Procedures #101.  
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BOARD POLICY – EMPLOYEE WAGE AND SALARY ADJUSTMENTS  

The policy the Board of Trustees is to attract and retain the highest quality employees. Within 

budget limitations, SURFSIDE endeavors to pay wages and salaries competitive with those of 

other employers in the local labor market. SURFSIDE plans for its labor related fiscal needs 

through prudent wage and salary compensation administration practices.  

The Board of Trustees has set compensation ranges for each of its job descriptions. The ranges 

identify a minimum (entry) level and a maximum (journeyman) level for each position. 

Employees will be hired on or promoted to a level commensurate with their experience, training, 

knowledge, and proven capability as determined at their hiring or promotion. Employees will 

graduate from starting level rate to the maximum level over a period of several years.  

Employees will be eligible for wage and salary adjustments within the ranges identified in their 

job description based job performance, time on the job, and meeting training and certification 

goals established at their job evaluation.  

Although this policy provides for annual employee reviews and compensation adjustments, the 

Board of Trustees may review an employee’s performance or adjust any employee’s pay rate at 

any time.      

The Board of Trustees is under no obligation to approve wage and salary adjustments 

recommended by management.  

The procedure for annual review of merit and cost of living raises will be: 

1. Wage and Salary Adjustments:  

1. The Water System Manager and the Business Manager will conduct employee 

evaluations of all employees under their supervision during the first two weeks of 

June each year.  

2. The Water System Manager and the Business Manager will prepare confidential 

reports that include the completed employee evaluations and recommendations for 

wage or salary adjustments within the ranges identified in their job description for 

each employee under their supervision.  

3. The Water System Manager and the Business Manager will deliver the confidential 

reports to the Board of Trustees no later than the first Wednesday in August.  

4. The Board of Trustees will consider the recommended merit increases at their 

September regular meeting. The Board of Trustees may approve a larger or smaller 

adjustment than recommended by the Water System Manager or the Business 

Manager. Wage and salary adjustments approved by the Board of Trustees will 

become effective on the first day of January following approval.  
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2. Wage and Salary Compensation Studies: 

1. The Business Manager will prepare a wage and salary compensation study at a 

minimum every three years in the month of May. 

2. The Business Manager will prepare the wage and salary compensation study using the 

following resources: 

1. Bureau of Labor Statistics most recent Occupational Employment 

Statistics; and 

2. Surveys of other employers on the Peninsula who employee comparable 

employee classifications. (i.e. Water System Operators, Business 

Managers, Bookkeepers, Equipment Operators)  

3. Social Security Administration Supplemental Security Income (SSI) 

benefits cost-of-living adjustments     

3. The Business Manager will deliver the wage and salary compensation study to the 

Board of Trustees no later than the first week of August.  

4. The Board of Trustees will use the Wage and Salary Compensation Study to make 

adjustments to the wage and salary ranges identified in the job descriptions.  

 

Adopted 11/16/2013 
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BOARD POLICY – PROCEDURES AND SCHEDULES OF FINES 

INTRODUCTION: 

Article 6 of the Restrictive Covenants of Surfside Estates contains procedures for enforcement of 

the Covenants.  Section 6.4 of the Covenants states as follows: 

13. Fines. SURFSIDE may impose fines for violation of these covenants consistent with a 

schedule of fines adopted by the Board.  The Board may establish procedures regarding 

fines, and appoint personnel (members, employees or others) with the authority to impose 

fines.  If a fine is imposed, a letter will be sent to the owner subject to the fine which 

includes the following information:   

a. The amount of the fine;  

b. The reason for the fine; 

c. A statement that the fine may be appealed to the Appeal Process (defined below) 

within twenty one (21) days of the date of the Letter; 

d. A statement that, if the fine is not appealed, it will be deemed to be valid and will 

constitute a lien on the owner’s parcel.” 

Section 64.38.020 of the Revised Code of Washington (RCW) states that one of the powers of 

SURFSIDE is as follows: 

“(11)  Impose and collect charges for late payments of assessments and, after notice and an 

opportunity to be heard by the board of directors or by the representative designated by the 

board of directors and in accordance with the procedures as provided in the bylaws or rules and 

regulations adopted by the board of directors, levy reasonable fines in accordance with a 

previously established schedule adopted by the board of directors and furnished to the owners 

for violation of the bylaws, rules and regulations of SURFSIDE.” 

This Policy is intended to implement Section 6.4 of the Covenants consistent with this provision 

of state law. 

GENERAL FINE PROCEDURES 

1. This Policy is intended to supplement the procedures in the Covenants. This Policy does 

not supersede the Covenants. Except in the case of an emergency as determined by the 

authorized personnel (as defined below) a warning letter (the “Warning Letter”) will be 

sent out before a fine is imposed advising the member that a fine will be imposed if the 

violation is not corrected, or if the violation is repeated, as the case may be, within a 

specified time. 

2. If the Warning Letter is not complied with, or in the case of emergency as determined by 

the authorized personnel, the authorized personnel shall issue a fine letter (the “Fine 

Letter”) containing the information required by the Covenants as well as other 

information determined appropriate by the authorized personnel sending the Fine Letter. 

3. All Warning Letters and Fine Letters will be sent as required in Section 6.6 of the 

Covenants.  The authorized personnel may, but is not required to, send a copy of any 

Warning Letter or Fine Letter to the member at such other address or in such other 

manner as the authorized personnel determines to be appropriate, but failure to do so 
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shall not in any way affect the validity of the letter or the fine imposed.  The twenty one 

(21) day time period to appeal a fine will commence on the day the Fine Letter is mailed. 

4. Fines shall be paid by mail or in person at the business office of SURFSIDE.  SURFSIDE 

shall issue a receipt for the payment of any fine.  Under no circumstances may a fine be 

paid directly to the authorized personnel outside the business office of SURFSIDE. 

5. A fine may be appealed consistent with the Covenants.  A fine constitutes a lien on the lot 

or lots owned by the member under the jurisdiction of SURFSIDE, and failure to pay a 

fine may result in legal action being initiated. The imposition and/or payment of a fine in 

no way relieve the member of the obligation to comply with the Covenants, and 

SURFSIDE has the right to enforce the Covenants, in addition to the imposition and 

collection of fines, as established in the Covenants. 

6. The Board hereby appoints the following personnel to impose fines pursuant to Section 

6.4 of the Covenants, which personnel shall be referred to in this Policy as the 

“authorized personnel”: 

a. The Compliance Officer of SURFSIDE or other employee(s) of SURFSIDE 

whose duties include enforcement of the Covenants;  

7. The chairperson of any committee of SURFSIDE of that committee has been specifically 

charged by the Board with enforcement of the specific Covenant for which a fine is 

imposed. 

8. Warning Letters, Fine Letters and other letters authorized by this Policy may be signed 

by the Authorized personnel, by the Business Manager of SURFSIDE or by the President 

or other specifically authorized Trustee of SURFSIDE. 

9. The authorized personnel shall keep records documenting the violation and containing 

the Warning Letter, the Fine Letter and other correspondence and information regarding 

the violation, but failure to maintain such records will not invalidate any fine that is 

imposed. 

10. The authorized personnel has discretion in the performance of authority and 

responsibility under this Policy and Section 6.4 of the Covenants.  This includes, but is 

not limited to, discretion regarding how to investigate an alleged violation, the frequency 

of investigating an alleged violation and, except as otherwise specified in the Covenants 

or this Policy, whether a series of related actions or inactions represents one or multiple 

violations. 

11. In an appropriate circumstance, as determined by the Business Manager or President of 

SURFSIDE, SURFSIDE may, at any time, enter into a compliance agreement with a 

member regarding a Covenant violation and/or to obtain compliance with the Covenants 

on that member’s lot or lots.  This compliance agreement may either be in written form, 

signed by the member and the authorized personnel, or in oral form if the substance of 

the agreement is contained in a letter sent by the authorized personnel to the member.  

This compliance agreement may include, among other things, waiving fines for violation 

of the Covenants if the member complies with the agreement. However, each compliance 

agreement must require that if it is not complied with all fines for violations as 

established in this Policy shall be imposed and collected. 
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12. In the event of any inconsistency between the provisions of Section 1 (General Fine 

Procedures) of this Policy and the provisions of another Section of this Policy related to 

fines for violations of a specific Covenant provision, the provisions in the other Sections 

of this Policy shall prevail with respect to violation of that Covenant provision. 

FINES PERTAINING TO TREE HEIGHT 

1. Section 2.16 of the Covenants mandates that tree height be limited to the height 

established in the Covenants for the house or other structure on the lot. 

2. The provisions of this Section III establish the fine schedule and related procedures 

regarding this Covenant provision. 

3. Prior to sending any Warning Letter, the authorized personnel may, but is not required to, 

send a letter notifying the member that the trees or other vegetation on that member’s 

property is in violation of the Covenants and requesting that the member propose a plan, 

including a final date for compliance, to bring the member’s lot into compliance with 

Section 2.16 of the Covenants. This letter shall request a response within twenty-one (21) 

days.  If the member does not respond within twenty-one (21) days or if the authorized 

personnel is not able to work out a satisfactory compliance plan with the member, then 

authorized personnel shall send the Warning Letter. 

4. The Warning Letter shall state that a fine will be imposed unless the member brings the 

vegetation on the member’s lot or lots into compliance with Section 2.16 of the 

Covenants within a specified time. Unless the authorized personnel determines that 

another date is more appropriate, this compliance date shall be the date which is ninety 

(90) days after the date of the letter described in Subsection 3.1 above, or if no such letter 

was sent, ninety (90) days after the date of the Warning Letter. The Warning Letter shall 

include the fine schedule for violation of Covenant Section 2.16 established in this 

Policy. 

5. If the violation has not been corrected within the time specified in the Warning Letter, the 

following fines shall be imposed: 

a. $10.00 per day for each lot containing any vegetation in violation of Section 2.16 

of the Covenants for thirty (30) days. 

6. Commencing on the 31
st
 day, and continuing until the lot is brought into conformance 

with Section 2.16 of the Covenants, $15.00 per day for each lot containing any vegetation 

in violation of Section 2.16 of the Covenants. 

7. The Board specifically finds that extenuating circumstances exist which justify, in some 

circumstances, establishing a compliance date for violations of Section 2.16 of the 

Covenants beyond the twenty one (21) day period of Section 6.3d of the Covenants. 

FINES PERTAINING TO RV’S 

1. RV fines require a written 10 day warning letter to correct the complaint.  Fines will 

begin on the 11
th

 day after the letter. If the violation has not been corrected within the 

time specified in the Warning Letter, the following fines shall be imposed: 

a. A fine of $10.00 per day is accessed for each lot with a violation of Section 2.9 of 

the Covenants for thirty (30) days.  
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b. Commencing on the 31
st
 day and continuing until the violation is brought into 

conformance with Section 2.9 of the Covenants, $15.00 per day for each lot 

containing any RV in violation of Section 2.9 of the Covenants. 

2. The Board may find that extenuating circumstances exist, which justify, in some 

circumstances, establishing a compliance date for violations of Section 2.16 of the 

Covenants beyond the twenty one (21) day period of Section 6.3d of the Covenants. 

BILLING & COLLECTION OF FINES 

9. All accounts which are delinquent for more than sixty (60) days from the date of the 

notice of a fine shall be charged a 1% service charge per month on the unpaid balance.  

10. If any account is not paid in full within 180 days/six (6) months from the date of the 

notice of a fine, a lien shall be placed on the property.  All lien fees associated with the 

placement and removal of the lien on the property shall be paid by the property owner.  
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BOARD POLICY – INDEMNIFICATION OF INSURANCE AND INSURANCE 

1. The Board of Trustees, at a meeting held on August 23, 1980, adopted a resolution for 

indemnification coverage to be furnished by SURFSIDE for Trustees, employees and 

volunteer workers. This insurance coverage is renewed annually.  

2. Insurance shall be provided by SURFSIDE as follows: 

3. Liability insurance for Surfside Homeowners Association Trustees, agents, employees, 

volunteers and officials all while acting in their official capacity. NOTE: Property and 

bodily injury only 

4. An additional liability policy for wrongful action shall be carried for directors and 

officers. 

5. SURFSIDE liability insurance shall be carried on all equipment, capital improvements, 

SURFSIDE right-of-ways, etc. 

6. Marine insurance shall be carried on the water system, excluding the concrete reservoirs. 

7. Medical insurance shall be provided for each full-time employee (32 hrs or more per 

week) 

 

8. Prior to the September meeting of the Budget Committee, the Board shall review and 

establish the amount of medical coverage for the coming fiscal Year. 

9. Assure that appropriate bonding shall be maintained for all employees who have access 

to SURFSIDE funds or materials.  

10. An Insurance Committee shall be established for the purpose of coordinating all 

insurance needs and insuring maximum coverage at reasonable costs. 

11. Insurance coverage shall be reviewed at least three months prior to policy renewal dates. 

12. Bids, if at all possible, from three optional quotes shall be obtained on all insurance 

contracts.  
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BOARD POLICY – INVESTMENTS  

1. The Treasurer of SURFSIDE is empowered to invest SURFSIDE’s funds pursuant to the 

Article VII of the Bylaws.  In order to meet the cash flow of SURFSIDE, operating funds 

shall be invested in financial instruments with duration of no longer than six (6) months. 

Capital (Reserve) funds shall be invested in financial instruments with duration of no 

longer than two (2) years.  Preservation of capital shall be the primary investment 

principle.  Therefore the Treasurer is limited to the following financial instruments for the 

investment of SURFSIDE funds: 

2. U.S. Treasury Notes with duration of not more than two (2) years. 

3. Time deposit open accounts, certificates of deposits and savings accounts in banks,  mutual 

savings banks, and savings and loan associations.  All funds must be covered by  Federal 

Deposit Insurance (FDIC) or the Securities Investor Protection Corporation  (SIPC).
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BOARD POLICY – LIENS AND FORECLOSURES 

1. It shall be the Policy of the Surfside Homeowners Association to use the Lien and 

Foreclosure method for settling all matters involving the collection of all delinquent 

accounts, or the settling of moneys owed to bring the members property into compliance 

for the noncompliance of a written complaint of covenant violation. 

2. Property owners who remain delinquent in payment of dues and assessments beyond 

August 1st of each year become subject to lien action and ultimately foreclosure. 

3. Owners who have been duly notified of violations of Restrictive Covenant or 

Architectural Guideline violations, and have failed to rectify the violation are subject to 

the lien and foreclosure action for the amount of fund required to correct the violation as 

well as all legal and miscellaneous cost incurred in correcting said violation. 

4. All Lien and Foreclosure proceedings will be handled according to Operating Procedure 

#102.  
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BOARD POLICY – MEETINGS  

General 

1. The President of the Board of Trustees shall have the right to vote on all issues at all 

meetings. 

2. Notice of all meetings of SURFSIDE shall be posted in SURFSIDE’S business office. 

3. There shall be no smoking at any meeting of SURFSIDE. 

4. With respect to Annual and Special Membership Meetings only: 

5. Article V, Section 3, of the Bylaws, states that "Ten percent of all the members of the 

Corporation shall constitute a quorum for the transaction of business." 

6. Article II, Section 2, of the Bylaws, states that, "No membership shall be voted unless... 

all dues and assessments are currently paid." 

Monthly Board Meetings 

1. The Board of Trustees shall hold regular meetings on the third Saturday of each month. 

2. Meetings shall convene at 9:00 a.m. 

3. Meetings shall be open to all SURFSIDE members. 

4. Meeting date will not be changed except by prior approval of the Board. 

5. Any SURFSIDE member wishing to place subject matter on the agenda shall notify 

SURFSIDE’S business office or the Board Secretary at least five (5) working days prior 

to the meeting. 

NOTE: See copy of Sample Regular Meeting Agenda. 

Special Board Meetings 

1. All Special Board Meetings shall be called as stated in Article V, Section 4, of the 

Bylaws. 

2. Special Board Meetings may be open to the membership or special guests at the 

discretion of the Board. 

3. Discussion and action at Special Board Meetings shall be limited to the subject or 

subjects stated in the meeting notice.  The agenda may be amended by a vote of the 

majority of the Board members present at the start of the meeting. 

Special Closed Board Meetings 

1. Closed special meeting shall conform to RCW 64.38.035 (2), as stated: 

a. Except as provided in this subsection, all meetings of the board of directors shall 

be open for observation by all owners of record and their authorized agents. The 

board of directors shall keep minutes of all action taken by the board, which shall 

be available to all owners. Upon the affirmative vote in an open meeting to 

assemble in closed session, the board of directors may convene in closed 

executive session to consider personnel matters; consult with legal counsel or 

consider communications with legal counsel; and discuss likely or pending 

litigation, matters involving possible violations of the governing documents of 
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SURFSIDE, and matters involving the possible liability of an owner of 

SURFSIDE. The motion shall state specifically the purpose for the closed session.  

Reference to the motion and the stated purpose for the closed session shall be 

included in the minutes.  The board of Trustees shall restrict the consideration of 

matters during the closed portions of meetings only to those specifically exempted 

and stated in the motion.  No motion, or other action adopted, passed, or agreed 

to in closed session may become effective unless the board of directors, following 

the closed session, reconvenes in open meeting and votes in the open meeting on 

such motion, or other action which is reasonably identified.  The requirement of 

this subsection shall not require the disclosure of information in violation of law 

or which is otherwise exempt from disclosure.  

Annual Membership Meeting 

2. The Annual Membership Meeting shall be held on the second (2nd) Saturday of July of 

each year. (Article 5, Section 1, of SURFSIDE Bylaws)  

Special Membership Meeting 

1. Special Membership Meetings are controlled by Article 5, Section 2, of SURFSIDE 

Bylaws: 

a. "Section 2. Special meetings of the members may be called at any time by the 

president or a majority of the board of trustees or by members representing ten 

percent of the tracts within the jurisdiction of the corporation.  Notice of a special 

meeting, stating the object thereof, shall be given by the secretary by mailing such 

notice to each member not less than five days prior to the date on which such 

meeting is to be held." 

2. Discussion and action at all Special Meetings of membership shall be confined to the 

stated purpose of the meeting. 

3. Except for the Board President, no Board member or other member may speak on any 

issue more than twice and speakers shall be limited to a total of five (5) minutes per 

individual. 

NOTES: In current by-laws when submitting proposal to change or alter the by-laws, "verified 

paid-up" should be added to Article 5, Section 2.  Additional change should be to change five (5) 

day notice, to ten (10) days’ notice.  
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SAMPLE REGULAR BOARD MEETING AGENDA 

1. CALL MEETING TO ORDER AT 9:00 A.M.   

2. FLOOR COMMENTS (20 MINUTES)  

3. ADOPT AGENDA 

4. APPROVE MINUTES OF PREVIOUS MEETING (REGULAR AND/OR SPECIAL) 

5. OLD BUSINESS 

6. NEW BUSINESS 

7. COMMUNICATIONS 

a. INCOMING 

b. OUTGOING 

c. MEETINGS/CONTACTS 

8. STAFF AND COMMITTEE REPORTS: 

a. WATER SYSTEM MANAGER’S REPORT 

b. FIELD SUPERINTENDENT REPORT 

c.  WATER SYSTEM PLANNING COMMITTEE 

d.  LAND AND BUILDINGS COMMITTEE 

e.  ARCHITECTURAL COMMITTEE 

f.  BUDGET COMMITTEE 

g. COMMUNITY RELATIONS COMMITTEE 

h. TREE, BRUSH, & NOXIOUS WEED SUB-COMMITTEE 

i.  GRIEVANCE COMMITTEE 

j. TREASURER’S REPORT 

k. BUSINESS OFFICE REPORT 

l. RV COMMITTEE 

m. LAND AND BUILDINGS COMMITTEE 

n. FISH & WATERWAY MANAGEMENT COMMITTEE 

o. SHERIFF’S PATROL 

p.  IT REPORT 

q.  SAFETY COMMITTEE REPORT  

1. RECEIPT OF COMMITTEE REPORTS 

2. COMMENTS (10 MINUTES) 

3. RECESS TO CLOSED SESSION ON PERSONNEL, LEGAL, CONTRACT ISSUES 

OR EMPLOYEE MATTERS (IF NECESSARY) 

4. RECONVENE 

5. FLOOR TOPICS FOR THE GOOD OF THE ORDER 

6. ADJOURN  
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SAMPLE ANNUAL MEETING AGENDA 

DATE: 

REGISTRATION:  8:00 A.M. TO 10:00 A.M. 

1. CALL TO ORDER 10:00 A.M. 

2. ADOPTION OF AGENDA 

3. INTRODUCTION OF BOARD MEMBERS, EMPLOYEES AND GUESTS 

4. INTRODUCTION OF DECC 

5. DECLARATION OF A QUORUM AND DISTRIBUTION OF PROXIES 

6. ADOPTION OF ANY SPECIAL RULES 

7. APPROVE MINUTES FROM LAST ANNUAL MEETING 

8. NOMINATION OF CANDIDATES 

9. NOMINATIONS FROM THE FLOOR 

10. BALLOTING 

11. PRESIDENTS ADDRESS 

12. BUSINESS MANAGER’S REPORT 

13. LEGAL REPORT 

14. FINANCIAL REPORT 

15. GUEST SPEAKERS 

16. COMMITTEE REPORTS 

17. MEMBER HEARING ON ANY COVENANT CHANGES 

18. ANNOUNCEMENT OF ELECTION RESULTS 

19. OLD BUSINESS 

20. NEW BUSINESS 

21. FLOOR COMMENTS 

22. MOTION FOR ADJOURNMENT 

NOTE:  ANNOUNCEMENT OF ANNUAL PICNIC AT ASSOCIATION OFFICE FROM 

NOON TO 4:00 P.M.  ALL MEMBERS AND GUESTS WELCOME  
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BOARD POLICY – NEWSLETTER 

The purpose of the Surfside Homeowners Association’s newsletter is to advance the interests of 

SURFSIDE, to inform the members of any matters affecting SURFSIDE and/or its members, and 

to encourage communication and participation among the Board and all members.  The 

newsletter is the official publication of SURFSIDE, authorized by the Board of Trustees (Board).  

a. The title of the publication shall be the Surf-In-Sider unless re-titled by the Board. 

b. The newsletter shall be directed by the Business Manager, who may appoint additional 

persons to assist in the preparation and publication. 

c. Prior to publication, the Business Manager shall review the draft newsletter articles for 

assurance of accuracy. The Business Manager may also submit draft articles to the Board 

President for comment and/or suggested changes or additions. 

d. For purposes of this policy, opportunity to express disapproval of newsletter copy by 

Board members shall be managed in the same manner as correspondence in Section 9.1 

of the Board Policy on Correspondence. 

e. The newsletter shall be published at a minimum of two times a year. 

f. The publication schedule may be altered by the Business Manager. This includes 

cancellation of a regular edition if there is insufficient news to report or the additional 

publications as deemed necessary. 

g. The Business Manager may, with the Board's approval or by Board direction, add special 

editions before, between or beyond the regular annual two publications. 

h. The first issue each year shall be sent in January and shall contain a summary of the 

budget hearing, adopted budget details and other Association issues affecting the 

members that have occurred since the annual meeting in July. 

i. The second issue each year shall be sent in June and shall contain a synopsis of the issues 

to be voted upon at the annual meeting in July, and a resume and statement of each of the 

candidates for the Board. 

j. If deemed necessary by the Business Manager, a third newsletter may be sent in October. 

k. The Business Manager shall establish a specific schedule for regular publication of the 

newsletter at least twice yearly. The mailing of the second newsletter in June shall be 

included with the annual meeting notification first class mailing. 

l. It is the intent that the newsletter concentrate of factual articles presented in a non-

partisan manner.  Articles to the Business Manager are subject to editing by the Business 

Manager, who shall have sole discretion whether any article (or portion thereof) shall be 

published, unless overruled by the President or a majority of the Board.  Articles shall be 

limited to 250 words.  At times it may be necessary to include larger articles given 

complex projects or issues.  Approval of larger articles is at the discretion of the Business 

Manager. 

m. Clarification or interpretation of this Board Policy shall be made by the Board.  
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BOARD POLICY – OPERATING RESERVE 

1. The Surfside Homeowners Association shall maintain a minimum Operating Reserve 

balance of 90 days and less than 150 days funding to maintain operations of SURFSIDE 

should collection of dues and assessments be delayed for any reason beyond the control 

of SURFSIDE or budget shortages. Operating Reserve funds in excess of 90 days may be 

used for the purchase of unanticipated and unbudgeted needs or transfer all, or a portion 

of the amount to Capital Reserves at the discretion of the Board of Trustees. 

2. All unbudgeted purchases or other uses of these funds shall receive prior approval by the 

Board of Trustees.  

3. The money available to fund the Operating Reserve is determined following the annual 

audit.  Once the amount is determined, the Board of Trustees shall:  

4. Transfer all of the excess to Capital Reserves; or  

5. Retain a portion of the funds to increase the Operating Reserve level, except that a 

minimum of 50% of the available funds shall be transferred to the Capital Reserve 

account. 

6. Exceptions: The Board of Trustees may waive the 50% transfer to Capital Reserves if: 

7. The Operating Reserve balance is less than the required ninety (90) day funding level as 

specified in this policy; 

8. The Operating Reserve balance exceeds the maximum 150 day funding level as specified 

in this policy, in which case any amount in excess of the maximum shall be transferred to 

the Capital Reserve account; or 

9. In the event the assets of Surfside are damaged due to a cataclysmic event(s), the 

Operating Reserve, Capital Reserve and any other available funding asset shall be 

available to fund the repair, replacement or provide core functions by any reasonable and 

responsible means available.  
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BOARD POLICY – RV STORAGE AREA
1
  

1. The parking of recreational vehicles for extended periods of time is prohibited in most 

Divisions of Surfside Estates. This made it necessary for SURFSIDE to make available 

suitable off-lot storage for RV’s. The RV Storage Area is a result of SURFSIDE trying to 

meet the needs of all the members. There are specific rules and regulations as well as the 

fees, which govern the use of this area. These rules, regulations and fees shall be posted 

in the business office and at the RV site at all times. The qualifications for, and the use 

of, the RV Storage Area shall be delineated here. 

2. The RV Storage Area is for the exclusive use of members in good standing of the 

Surfside Homeowners Association. There is a limit of one space per member. Occupancy 

of stored vehicles is prohibited. 

3. Property renters of property owner being in good standing shall be allowed use of RV 

Storage Area providing space is available. 

4. Storage in RV Storage Area is limited to recreational vehicles
2
 and utility trailers only.  

RVs and boats will have priority when it comes to space availability. 

5. Use of this facility is subject to the payment of a storage fee, which is determined by the 

Board of Trustees. 

6. The member shall have the option of renting his/her storage space with or without 

electrical power. Spaces using the electrical power hookups shall be billed at a higher rate 

than those choosing not to use the power connection. 

7. Members shall store their RV only in the assigned storage space.  Violators of this rule 

will be subject to having their RV towed from the facility at their expense. 

8. The rental fee “Year” shall run from November 1 through October 31.  

9. Violators of any of the rules and regulations or those who have failed to pay their space 

rental shall remove their RV in fifteen (15) days of notification of such violations or non-

payment. 

10. Members shall be responsible for maintaining adequate insurance, including liability.   

11. RV units shall be maintained road ready and properly licensed. 

12. A copy of owner’s current vehicle registration and proof of insurance shall be provided.   

13. Storage Site Disclaimer, as revised and approved on February 1
7th

, 2001, shall be part of 

this policy. 

Boats may be stored in the RV Storage Area on a space available only option. These spaces shall 

be vacated when needed to store valid RV’s as defined in this policy. Boats shall maintain 

current registration and licensing.  

                                                 
1
 Revised 8/17/2013 

2
 Recreational Vehicle is defined in the Surfside Homeowners Association Restrictive Covenants, Section 1.3 as: “Recreational 

Vehicle (RV) shall mean a vehicular type portable structure without permanent foundation, which can be towed, hauled, or 

driven and is primarily designed for temporary living accommodation for recreational, camping and travel use and includes, but 

is not limited to, travel trailers, truck campers, camping trailers, and self-propelled motor homes.  RV also includes boats and 

boat trailers.  RV’s must be licensed full time for road travel and must be in movable condition within one (1) hour. 
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BOARD POLICY – RV STORAGE AREA MANAGEMENT PLAN  

1. Purpose of the Management Plan is to ensure that the RV Storage area is maintained in a 

safe and clean manner; and to ensure that the provisions for storing RV’s and any other 

Board approved vehicles contained in the signed Storage Site Disclaimer forms are 

enforced. 

2. The Field Superintendent and/or covenant compliance designee shall jointly share the 

responsibility for carrying out this plan upon review and approval of the Business 

Manager. 

3. Storage Site Disclaimer Form filled out and signed by renters is part of this plan; that 

form is referenced in the Board Policy entitled RV Storage Area, and is available in the 

Surfside’s business office. 

4. The Business Manager or his/her designee shall have primary responsibility for ensuring 

that records are maintained in such a way that each rented RV Storage space is properly 

assigned; that each space has appropriate limitations placed upon it (length, and type of 

vehicle permitted, electricity or not); that Storage Site Disclaimer Forms are complete 

and up-to-date for each rented storage space; that renters are aware of the provisions 

regarding maintenance of their vehicle; that rents are paid on time and in the correct 

amount; that related records are kept; and that non-payment and maintenance provisions 

are enforced. 

5. The Field Superintendent and covenant compliance designee shall work jointly to ensure 

that the RV Storage Area is maintained in a safe and clean manner; that each rental space 

is uniquely numbered; that parking lines are clearly visible and repainted as necessary; 

that information of the vehicle length and availability of electricity information for each 

space, as maintained by the  Business Manager or his/her designee, is correct and up-to-

date; that only assigned vehicles are parked in the correct assigned space; that electrical 

service is functioning at each electrical space and that overall storage lot electrical 

service, including lighting, is maintained; that electricity is tuned on or off for cause at 

each space; that fencing is maintained; that necessary grading, graveling, and/or paving 

of the conducted of the entire storage are; and that, from the quarterly inspection, a report 

is prepared for the  Business Manager and the designated Board Trustee on all matters in 

this paragraph, including violations of the conditions in the Storage Site Disclaimer 

Forms and/or rental agreements. 

6. The Board of Trustees shall review the reports provided by the Field Superintendent, 

covenant compliance designee or Business Manager or his/her designee, not less than 

quarterly, and shall take action deemed appropriate to ensure the maintenance of a safe 

and clean RV Storage Area, and enforcement of RV Storage Area Storage Site 

Disclaimer Forms and/or rental agreements. 

7. The Board shall direct that renters not in compliance with rental agreements be notified 

by the Business Manager or his/her designee that they must come into compliance within 

a reasonable time (not to exceed 90 days), or remove their units, and that failure to do so 

may result in removal of their unit from the rental area by an independent contractor at 

the owners expense or other legal action as determined by Surfside legal counsel.  
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BOARD POLICY – RIGHTS-OF WAY AND SURFSIDE-OWNED PROPERTY 

1. The Surfside Water Department, under the supervision of the WaterSystem Manager is 

authorized to construct and/or replace water mains, water services and other Surfside 

Water Distribution System equipment that may be located in the road right-of-way. 

2. The Surfside Water Department is also empowered to construct, repair/replace and 

maintain utilities/water distribution system equipment on Surfside-owned properties. 

3. In the course of construction, maintenance, repair or replacement of utilities in road 

rights-of-way, there may be obstructions placed or constructed by property owners that 

will require removal in order to complete work necessary. 

4. Owners of the any property within the Surfside Water Service Area shall be required to 

remove any and all existing improvements or obstructions that may be necessary in order 

to construct water mains or perform repair, replacement or maintenance of water system 

facilities or water system related projects.  This requirement applies to both planned 

construction activities and emergency activities that may occur. 

5. Surfside shall provide advance written notice to owners of pending construction projects 

adjacent to their property and that possible existing private improvements or obstructions 

associated with their property may be located within the right-of-way and will be 

impacted by any construction project.  However, emergency repairs that require removal 

of obstructions or improvements existing in the right-of-way by the Surfside Water/Field 

Services crew may be done without the notification to property owners to make all 

necessary repairs. 

6. Property owners shall remove all obstructions and/or improvements at their own expense.  

If the owner fails to remove such obstruction or improvement in a timely manner, 

Surfside has the authority to remove said obstruction or improvement and may assess the 

owner any costs incurred as part of the required work. Surfside shall not be responsible to 

replace any obstruction or improvement in the road right-of-way or on any Surfside-

owned property that may be required in conjunction with water distribution system 

construction, maintenance or repairs; EXCEPT that existing driveways will be replaced 

with gravel or like material to allow functional use of the driveway portion within the 

right-of-way. No existing asphalt or concrete surfaces will be replaced at Surfside 

expense.  Surfside will replace mail boxes to functional use that are required to be 

removed in conjunction with any construction or maintenance/repair projects.  Where 

roadway improvements other than standard paving are encountered, Surfside may consult 

with Pacific County prior to any working being done.  

7. Surfside is not and will not be liable for the cost for any repairs for any damage or 

destruction of private improvements that are located in the road right-of-way.  
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BOARD POLICY – SHERIFF PATROL 

1. The Board of Trustees of the Surfside Homeowners Association shall provide for 

Sheriff’s Patrol for the purpose of maintaining the security and safety of all Surfside. 

2. It shall be the objective of the Board of Trustees to contract with Pacific County Sheriff’s 

Office to have an agreement mutually beneficial which will provide cost-effective patrol 

of Surfside area as well as enhancement of the general security of the North end of the 

Long Beach peninsula.  To this end it is mandatory that: 

3. Surfside Sheriff’s Patrol personnel shall be a commissioned reserve/regular officer of 

Pacific County. 

4. SURFSIDE shall abide by all terms and conditions of the negotiated contract between 

SURFSIDE and Pacific County and the Pacific County Sheriff’s Office.  
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BOARD POLICY – TIDE GATE MAINTENANCE 

1. The existing north and south outfalls to the beach shall be maintained and operated only 

by Pacific County Flood Control District No. 1, under the guidance of Pacific County 

Public Works Department.  Surfside shall maintain and control only the intakes located 

on the inland side of each of the two beach outfalls.   

2. At such time Surfside receives a complaint regarding necessary maintenance and/or 

repair of the north and south beach outfalls be necessary, Surfside management shall 

notify Pacific County Public Works with details of the request/complaint.  
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BOARD POLICY – POSITION DESCRIPTION 

BOARD OF TRUSTEES 

REQUIREMENTS / QUALIFICATIONS: 

1. The requirements and qualifications to serve as a member of the Board of Trustees are 

stated in the Bylaws of the Corporation in Article IV, Trustees and Officers.  The only 

requirement is that the candidate must be a member in “good standing” of SURFSIDE, or 

the appointed legal representative of same. 

CONTROL AND AUTHORITY: 

1. The Board of Trustees is authorized by the Articles of Incorporation and the Bylaws of 

SURFSIDE.  Order of Succession: 

a. President 

b. Vice-President 

c. Secretary 

d. Treasurer 

e. Trustees by seniority 

BASIC ASSIGNMENT: 

1. The basic assignment, duties and responsibilities, of the Board of Trustees is set out in 

the Bylaws and the Articles of Incorporation.  These Articles set the Board of Trustees as 

the legal controlling body of SURFSIDE, and sets standards as to how these powers are 

to be used.  It shall be the duty of the Board of Trustees to act at all times in the best 

interest of SURFSIDE and all its members. 

DUTIES AND RESPONSIBILITIES: 

1. Review incoming and outgoing mail no less or at least weekly. 

2. Inform office staff when out of town, giving location and method of contact. 

3. Procedure for office staff to do any work, beyond daily office duties, for trustees are to be 

routed through the Business Manager. 

4. Annually assess, in cooperation with the Business Manager, the effectiveness of the 

Board, and make any needed changes to the By-Laws, Covenants, Board Policies, 

Committee Charters, Position Descriptions or Operating Procedures within the 

jurisdiction of the Board, and make changes to improve the operation of the Board.  
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BOARD PRESIDENT 

REQUIREMENTS / QUALIFICATIONS: 

1. The President of the Board of Trustees is elected by, and from, the full Board of Trustees 

at the first regular or special meeting following the Annual Meeting.   

POSITION CONTROL AND AUTHORITY: 

1. The Office of Board President is authorized in the Bylaws of SURFSIDE as stated in 

Article VII, Section 1. 

BASIC ASSIGNMENT: 

1. Article VII, Section 1. The President shall preside at all meetings of the trustees and 

members; he shall sign as President all certificates of membership and all contracts or 

other instruments in writing authorized by the board of trustees; he shall call special 

meetings of the trustees or of the members whenever he deems it necessary; he shall have 

and exercise under the direction of the board of trustees the general supervision of the 

affairs of the corporation. 

DUTIES AND RESPONSIBILITIES: 

1. The President shall follow the additional assigned duties and responsibilities not covered 

in Article VII, Section 1. 

2. Shall be a member of the Executive Committee, ex-officio, a member of all committees, 

both standing and temporary; 

3. Shall serve at the pleasure of the Board of Trustees; 

4. Shall serve no more than two (2) consecutive terms in office; 

5. Shall not be a signature on SURFSIDE checks or other financial accounts or instruments; 

6. Shall appoint Designated Trustees to any and all SURFSIDE departments, functions and 

committees with Board approval; 

7. Shall have the power to appoint and/or remove all committee chairpersons &/or 

committee members with Board approval; 

8. Shall hear all complaints lodged against Trustees, Designated Trustees and committee 

chairpersons; 

9. Shall be a member of, and shall preside over all meetings of the Executive Committee; 

10. Annually assess, in cooperation with the Business Manager, the effectiveness of the 

office of the President, and make recommendations to the Board on any needed changes 

to the By-Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 

Operating Procedures pertaining to the jurisdiction of the office of the President, and 

make recommendations for improvement of the operation of the office of the President.  
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BOARD VICE PRESIDENT 

REQUIREMENTS / QUALIFICATIONS: 

1. The Vice-President of the Board of Trustees is elected by, and from, the full Board of 

Trustees at the first regular or special meeting following the Annual Meeting. 

POSITION CONTROL AND AUTHORITY: 

1. The Office of Vice-President is authorized in the Bylaws of SURFSIDE as stated in 

Article VII, Section 2. 

BASIC ASSIGNMENT: 

1. Article VII, Section 2. Vice-President.  The Vice-President shall preside at all meetings 

of the trustees and members in the absence of the President, and in case of the absence or 

disability of the President shall perform all other duties of the President which are 

incidental to his/her office. 

DUTIES AND RESPONSIBILITIES: 

1. The following are the assigned duties and responsibilities of the Vice-President which are 

not covered in Article VII, Section 2: 

2. Shall be a member of the Executive Committee, 

3. Shall perform all other duties assigned by the Board President. 

4. Annually assess, in cooperation with the Business Manager, the effectiveness of the 

office of the Vice-president, and make recommendations to the Board on any needed 

changes to the By-Laws, Covenants,  Board Policies, Committee Charters, Position 

Descriptions or Operating Procedures pertaining to the jurisdiction of the office of the 

Vice-president, and make recommendations for improvement of the operation of the 

office of the Vice-president.  
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BOARD SECRETARY 

REQUIREMENTS / QUALIFICATIONS: 

1. The Secretary of the Board is elected by, and from, the full Board of Trustees at the first 

regular or special meeting following the Annual Meeting. 

POSITION CONTROL AND AUTHORITY: 

1. The Office of Board Secretary is authorized in the Bylaws of SURFSIDE as stated in 

Article VII, Section 3. 

BASIC ASSIGNMENT: 

1. Article VII, Section 3.  Board Secretary.  The Secretary shall preside at all meetings of 

the trustees and members in the absence of the President and or Vice-President.  The 

Secretary shall issue all notices and shall attend and keep the minutes of all meetings; 

he/she shall have charge of all corporation books, records and papers; he/she shall be 

custodian of the corporate seal, shall attest his/her signature and impress with the 

corporate seal all written contracts of the corporation, and shall perform all such other 

duties as are incidental to his/her office. 

DUTIES AND RESPONSIBILITIES: 

1. The following are the assigned duties and responsibilities of the Board Secretary not 

covered in Article VII, Section 3.  The Board Secretary; 

2. Shall be a member of the Executive Committee, 

3. Shall fulfill all duties assigned by Operating Procedure #101 concerning elections, 

4. Annually assess, in cooperation with the Business Manager, the effectiveness of the 

office of the Secretary, and make recommendations to the Board on any needed changes 

to the By-Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 

Operating Procedures pertaining to the jurisdiction of the office of the Secretary, and 

make recommendations for improvement of the operation of the office of the Secretary.  
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BOARD TREASURER 

REQUIREMENTS / QUALIFICATIONS: 

1. The Treasurer of the Board of Trustees is elected by, and from, the full Board of Trustees 

at the first regular or special meeting following the Annual Meeting. 

POSITION CONTROL AND AUTHORITY: 

1. The Office of Board Treasurer is authorized in the Bylaws of SURFSIDE as stated in 

Article VII, Section 4. 

BASIC ASSIGNMENT: 

1. Article VII, Section 4.  Board Treasurer.  The Treasurer shall preside at all meetings of 

the trustees and members in the absence of the President, Vice-president and Board 

Secretary.  The Treasurer shall keep safely all moneys and securities of the corporation 

and disburse the same under the direction of the Board of Trustees.  He/she shall cause to 

be deposited all funds of the corporation in a bank selected by the Trustees.  At each 

Annual Meeting of the members, and at any time directed by the Trustees, he/she shall 

issue and present a full statement showing in detail the condition of the affairs of the 

corporation. 

DUTIES AND RESPONSIBILITIES: 

1. The following are the assigned duties and responsibilities of the Board Treasurer not 

covered in Article VII, Section 4.  The Board Treasurer; 

2. Shall be a member of the Executive Committee, 

3. Shall be the Chairperson of the Budget Committee, 

4. Shall be the Chairperson of the Investment Committee, 

5. Shall be the Chairperson of the Audit Committee, 

6. Shall ensure the integrity of the Safety Deposit Box, 

7. Shall oversee all functions concerning the making and keeping of the permanent financial 

records, 

8. Annually assess, in cooperation with the Business Manager, the effectiveness of the 

office of the Treasurer, and make recommendations to the Board on any needed changes 

to the By-Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 

Operating Procedures pertaining to the jurisdiction of the office of the Treasurer, and 

make recommendations for improvement of the operation of the office of the Treasurer.  
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DESIGNATED TRUSTEE 

REQUIREMENTS / QUALIFICATIONS: 

1. The requirements and qualifications to be a Designated Trustee are as follows; 

a. Be a member of the Board of Trustees 

b. Be willing to serve when appointed by the Board President 

c. Have a working knowledge, or obtain such knowledge, of the duties and workings 

of the assigned department or committee 

CONTROL AND AUTHORITY: 

1. The authority for this position was granted by a resolution of the Board of Trustees for 

the purpose of allowing the Board President to delegate authority and responsibility to 

those of his/her choice. 

BASIC ASSIGNMENT: 

1. The Designated Trustee is an arm of the President of the Board.  He/she is appointed by 

the President to be a liaison between the President and the Board and the assigned 

department or committee.  The Designated Trustee shall be responsible for the policy 

oversight of the department, committee or other function assigned to him/her.  The 

Business Manager shall have direct responsibility for the day to day management of all 

departments, committees, or other functions of SURFSIDE, and shall seek guidance 

from, and consult with, the Designated Trustee for a particular function. 

2. In the case of an assignment to a Surfside Homeowners Association Department, 

(Business Office, Water Department, Sheriff’s Patrol, Compactor/RV Storage Area or 

Legal Representative) it shall be the duty of the Designated Trustee to generally 

familiarize them self with the operation of the activity. The general oversight of these 

activities shall include policy review and guidance to the Business Manager and 

department manager on the efficient and effective operation of the activity, participation 

in the annual goal setting and evaluation of the manager, employees and general 

operation of the department. 

3. In the case of committee assignment, the Designated Trustee should be an active member 

of the committee. 

4. Annually assess, in cooperation with the Business Manager, the effectiveness of the 

assigned area of responsibility and make recommendations to the Board on any needed 

changes to the By-Laws, Covenants, Board Policies, Committee Charters, Position 

Descriptions or Operating Procedures within the jurisdictions of the assigned area of 

responsibility, and make recommendations for improvement of the operations of the 

assigned area of responsibility.  
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ARCHITECTURAL COMMITTEE 

PURPOSE: 

1. To provide for the orderly review of all submitted plans for buildings, and any other 

structures proposed in areas under the control of the Surfside Homeowners Association. 

To render an opinion as to whether the plans in for review meet all the requirements and 

restrictions of the bylaws and covenants of SURFSIDE.  These decisions shall be 

consistent and fair to all applicants. 

DURATION: 

1. This committee shall have permanent status. 

APPOINTMENT: 

1. The chairperson of the architectural committee shall be appointed by the President of the 

Board of Trustees, at the first regular board meeting following the annual meeting each 

year, with the advice and consent of a majority of the sitting board.  The chairperson shall 

choose the remainder of his committee with the concurrence of the Board.  This 

committee shall have no fewer than three members. 

QUALIFICATIONS: 

1. The chairperson and each member of the Architectural Committee shall be a member in 

good standing of SURFSIDE. 

DUTIES AND RESPONSIBILITIES: 

1. The committee shall hold weekly meetings in SURFSIDE’S business office. 

2. The committee chair shall determine the day and time. 

3. The day and time will be the same each week unless unusual circumstance makes change 

necessary. 

4. Meetings will be held only when there is a necessity; Regarding plans to review or other 

committee business. 

5. Special committee meetings may be called by the chairperson if the need should arise. 

6. The committee shall review all plans and applications in accordance with the terms and 

conditions set forth in Operating Procedure #104. 

7. All action taken by the committee shall not be in conflict with the Articles of 

Incorporation, Bylaws, Covenants/Architectural Guidelines or Operating Procedure #104. 

8. The Committee has the authority to grant extensions on a case by case basis. 

9. All unresolved problems or applications shall be brought to the Board of Trustees. 

10. A Designated Trustee shall be appointed by the Board President to assist the committee 

and as act liaison between the Committee and the Board of Trustees. 

11. Set up a Sub-Committee to work with the covenant compliance designee on matters 

involving inspection of property and enforcement of all Committee related bylaws and 

covenants. 
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12. Annually assess, in cooperation with the Business Manager, the effectiveness of the 

Committee, and make recommendations to the Board on any needed changes to the By-

Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 

Operating Procedures within the jurisdiction of the Committee, and make 

recommendations for improvement of the operation of the Committee.  
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COMMITTEE CHARTER 

ARCHITECTURAL COMMITTEE  

PURPOSE: 

1. The purpose of this sub-committee is to supplement the workings of the architectural 

committee by providing an inspection and enforcement arm. 

DURATION: 

1. This sub-committee is an extension of the architectural committee and as such has 

permanent status. 

APPOINTMENT: 

1. The chairperson of this sub-committee shall be appointed by the Committee Chair. The 

other members of this sub-committee shall be appointed from the members of the regular 

architectural committee. 

DUTIES AND RESPONSIBILITIES: 

1. Shall be responsible for property inspections and reviews relating to development 

projects; 

2. Shall work with the covenants compliance designee to handle complaints arising from the 

covenant and Bylaw violations as they pertain to the areas governed by the Architectural 

Committee. 

3. Annually assess, in cooperation with the Business Manager, the effectiveness of the 

Committee, and make recommendations to the Board on any needed changes to the By-

Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 

Operating Procedures within the jurisdiction of the Committee, and make 

recommendations for improvement of the operation of the Committee.  
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COMMITTEE CHARTER 

SUB COMMITTEE – TREE, BRUSH, VEGETATION & NOXIOUS WEED  

PURPOSE: 

1. This committee has the responsibility to ensure that the restrictive covenants are adhered 

to in all matters regarding tree height, slash, overgrowth of vegetation and noxious 

weeds.  The Committee shall work in conjunction with the covenants compliance 

designee on all Covenant violations related to the Committee.  

DURATION: 

1. This committee shall have permanent status. 

APPOINTMENT: 

1. This committee shall have three or more members.  The committee chairperson shall be 

appointed by the President of the Board of Trustees with the approval of the board.  

Additional members will be appointed by the Committee Chairperson with Board 

approval. 

QUALIFICATION:  

1. All members of this committee must be members in good standing. 

2. Meetings of this Committee shall be called by the Chairperson as often as required to 

fulfill this charter. 

3. Determine whether trees or other vegetation on a platted parcel “and that these trees or 

other vegetation do not comply with the height restrictions as stated in Covenant 5.3 and 

Exhibit “A” of the Restrictive Covenants. 

4. The Committee shall work with the covenant compliance designee on written complaints 

received in SURFSIDE’S business office. No verbal or telephone complaints shall be 

accepted or acted upon. 

5. The Committee may initiate actions to achieve compliance with the restrictive covenants, 

may make recommendations to the Board for changes to the covenants, and may initiate 

enforcement of the covenants.  

6. The Committee has the authority to grant extensions on a case by case basis.  

7. Enforcement of this Restrictive Covenant shall conform to the provision of Covenant. 6.0 

The owners right of appeal shall be governed by the provisions set out in Covenant 6.8 

8. The Committee shall report to the business office all locations of noxious weeds seen by 

or reported to the Committee.  This report should contain the Division, Block and Lot 

number and the approximate location on the lot of the noxious weeds. 

9. The Committee shall bring all findings of their investigation of complaints to the 

Business Manager or his designee for the appropriate action; i.e., finding of no problem, 

finding of problem requiring a letter be sent or the finding of noncompliance of previous 

letter. 
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10. The Committee Chairperson shall bring those complaints requiring legal action to the 

Board through the Business Manager. 

11. The Chairperson shall prepare a written report for each monthly Board Meeting. 

12. The Committee will submit to the Business Manager any information he/she deems 

important regarding current rules or regulation having to do with burning, fire danger, 

tree debris or methods of control, for publication in SURFSIDE’S  newsletter. 

13. The committee Chairperson shall annually supply the Secretary to the Board with a 

current list of all Committee members’ names and addresses. 

14. Annually assess, in cooperation with the Business Manager, the effectiveness of the 

Committee, and make recommendations to the Board on any needed changes to the By-

Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 

Operating Procedures within the jurisdiction of the Committee, and make 

recommendations for improvement of the operation of the Committee.  
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COMMITTEE CHARTER 

RV COMMITTEE 

PURPOSE: 

1. This committee has the responsibility to ensure that the restrictive covenants are adhered 

to in all matters regarding use and storage of recreational vehicles.  The Committee shall 

work in conjunction with the covenants compliance designee and Business Manager on 

all matters pertaining to the Committee purpose. 

2. The Committee should provide a voice for needs and concerns for RV owners.  

DURATION: 

1. This committee shall have permanent status. 

APPOINTMENT: 

1. This committee shall have three or more members. The Committee Chairperson shall be 

appointed by the President of the Board of Trustees with the approval of the Board. 

Additional members will be appointed by the Committee Chairperson with Board 

approval.  

QUALIFICATION: 

1. All members of this committee must be members in good standing of Surfside 

Homeowners Association. 

2. Meetings of this Committee shall be called by the Chairperson as often as required to 

fulfill this charter. 

3. Determine whether use and storage of recreational vehicles on platted parcels is in 

compliance with Section 2.9 and related sections of the Restrictive  Covenants. 

4. The Committee shall work with the covenant compliance designee on all written 

complaints received in SURFSIDE’S business office. No verbal or telephone complaints 

shall be accepted or acted upon. 

5. The Committee will work with the covenants compliance designee to ensure all RV’s in 

the storage lot are member owned and meet the requirements for use of the RV Storage 

Area. 

6. The Committee will make recommendations to the Field Superintendent for budget items 

relating to maintenance and improvements of the RV Storage Area. The Committee will 

also work with the Land & Buildings Committee for long range planning and 

improvements to the RV Storage Area. 

7. The Committee shall ensure maintenance of necessary records to monitor compliance 

with the Restrictive Covenants related to Recreational Vehicles. 

8. The Committee shall work with the  covenants compliance designee to initiate 

assessments of the status of compliance of Recreational Vehicles to the Restrictive 

Covenants; may make recommendations to the Board for changes to the Covenants, any 

may initiate enforcement of the Covenants. 
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9. Enforcement of this Restrictive Covenant shall conform to the provision of Covenant 6.3. 

The owner’s right of appeal shall be governed by the provisions set out in Covenant 7.1. 

10. The Committee, in conjunction with the covenants compliance designee, shall bring all 

final findings of their investigation of complaints to the  Business Manager or his/her 

designee for the appropriate action; i.e., finding of no problem, finding of problem 

requiring a letter be sent or the finding of noncompliance of previous letter. 

11. The Compliance Officer shall bring those complaints requiring legal action to the 

Business Manager. 

12. The Chairperson shall prepare a written report for each monthly Board Meeting. 

13. The Committee will submit to the Business Manager any information he/she deems 

important regarding current rules or regulation having to do with recreational vehicles for 

publication in SURFSIDE’S newsletter. 

14. The Committee Chairperson shall supply the Secretary to the Board with a current list of 

all Committee member’s names and addresses. 

15. Annually assess, in cooperation with the Business Manager, the effectiveness of the 

Committee, and make recommendations to the Board on any needed changes to the By-

Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 

Operating Procedures within the jurisdiction of the Committee, and make 

recommendations for improvement of the operation of the Committee.  
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COMMITTEE CHARTER 

EMERGENCY MANAGEMENT COMMITTEE 

PURPOSE: 

1. To identify potential emergency management issues facing Surfside; assess their potential 

seriousness, frequency and likelihood; identify means for protecting Surfside lives and 

property from loss or damage; develop recommendations for Surfside members to protect 

their health and safety; identify measures SHOA can take to protect lives and property in 

the event of emergencies; work cooperatively with federal, state, and local emergency 

management agencies and resources; assess the effectiveness of emergency management 

at all levels; and make improvements. 

DURATION: 

1. The committee shall have permanent status. 

APPOINTMENT: 

1. The chairperson of the Emergency Management Committee shall be appointed by the 

President of the Board of Trustees at the first regular Board meeting following the annual 

meeting each year, with the advice and consent of the majority of the sitting Board. The 

chairperson shall choose the remainder of his/her committee with the approval of the 

Board. The committee shall have no fewer than three members. 

QUALIFICATION: 

1. The chairperson and each member of the Emergency Management Committee shall be a 

member in good standing. 

DUTIES AND RESPONSIBILITIES: 

1. The committee will develop an emergency plan for the Surfside Homeowners 

Association. 

2. The committee will have an educational component. It is anticipated that workshops, 

lectures, and brochures will be developed for emergency issues for Surfside. 

3. The committee will develop liaisons with other governmental and non-governmental 

organizations to plan and manage emergency situations which may occur. 

4. Prepare recommendations for the Board, to include mitigation, response, recovery, and 

preparedness. 

5. The committee shall hold monthly meetings, and as the need arises.  

6. A designated trustee shall be appointed by the Board President to assist the committee 

and act as a liaison between the Committee and the Board of Trustees. 

7. Annually assess, in cooperation with the business manager, the effectiveness of the 

committee, and make recommendations to the Board on any needed changes of the By-

Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 
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Operating Procedures within the jurisdiction of the committee, and make 

recommendations for improvement of the operation of the Committee
3
.  

                                                 
3
 Adopted 9/15/2012 

 Revised 03/15/2014 
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COMMITTEE CHARTER 

AUDIT COMMITTEE 

PURPOSE: 

1. To work with external auditors to ensure correct accounting policies are being followed 

and that a qualified and experienced firm is hired based on their credentials and to keep 

line of communications open among the Board, auditors and committee members. 

DURATION: 

1. This committee shall have permanent status. 

APPOINTMENT: 

1. This committee shall be the budget committee with one additional member who is not a 

Surfside Homeowners Association Board or Committee member, or a Surfside 

Homeowners Association employee.  The appointment must be confirmed by the Board 

of Trustees. 

QUALIFICATION: 

1. All members of this Committee shall be members in good standing of Surfside 

Homeowners Association. 

2. Quarterly review of revenue and expense statements. 

3. Quarterly verify bank balances and financial position of Surfside Homeowners 

Association. 

4. Annually review of revenue and expense statements and verify bank balances. 

5. Annually make recommendations of hiring external auditors based on credentials. 

6. Annually analyze, in cooperation with the Business Manager, the effectiveness of the 

committee and make recommendations to the Board of any needed changes to the By-

Laws, Covenants, Board Policies, Committee Charters, Positions Descriptions or 

Operating Procedures within the jurisdiction of the committee and make  improvement 

of the operations of the committee. 

7. Prepare written reports to the Board of Trustees.  
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COMMITTEE CHARTER 

BUDGET COMMITTEE 

PURPOSE: 

1. To develop and present a complete budget covering all the needs and requirements of 

SURFSIDE in accordance with operating procedure #103. 

DURATION: 

1. This committee shall have temporary status. 

APPOINTMENT: 

1. This committee shall have no more than three members at large. The Board Treasurer 

shall be the Chairperson the Bookkeeper and the Business Manager shall be members of 

this Committee.  The Chairperson shall select the remaining members. 

QUALIFICATION: 

1. All members of this Committee shall be members in good standing of Surfside 

Homeowners Association or paid employees or agents. 

2. Collect and collate all information from all Managers, Designated Trustees and 

Committee Chairpersons whose planning or operations will impact SURFSIDE funds. 

3. Develop and present a budget in conjunction with the computerized accounting program 

and general ledger used for the financial reports and statements of SURFSIDE. 

4. Ensure the complete coordination of all budget items and departments. 

5. Submit a list of the names and addresses of all Committee members to the Board 

Secretary. 

6. Submit monthly written reports to the Board of Trustees during the active life of the 

Committee. 

7. A final draft of the proposed budget will be submitted to the Board at the October 

monthly Board meeting. 

8. Annually assess, in cooperation with the Business Manager, the effectiveness of the 

Committee, and make recommendations to the Board on any needed changes to the By-

Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 

Operating Procedures within the jurisdiction of the Committee, and make 

recommendations for improvement of the operation of the Committee.  
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COMMITTEE CHARTER 

COMMUNITY RELATIONS COMMITTEE 

PURPOSE: 

1. To enhance communication among the members, between the board and the members, 

and between SURFSIDE and the external community; to provide needed information to 

new and existing members; to increase member involvement and participation in the 

community; to plan, implement, and improve activities for members. 

DURATION: 

1. This committee shall have permanent status. 

APPOINTMENT: 

1. The Chairperson of the Community Relations Committee shall be appointed by the 

President of the Board of Trustees, at the first regular Board meeting following the 

annual meeting each year, with the advice and consent of a majority of the sitting Board.  

The Chairperson shall choose the remainder of his/her committee with the approval of the 

Board.  This committee shall have no fewer than three members. 

QUALIFICATION: 

1. The Chairperson and each member of the Community Relations Committee shall be a 

member in good standing. 

DUTIES AND RESPONSIBILITIES: 

1. The Committee shall have the option to provide input for articles submitted, or topics to 

be addressed, in Surfside publications, such as the newsletter, weekender and web page.  

This input is to further the committee’s purpose; to enhance communications between 

members and the board by addressing issues that are relevant.  The Committee shall also 

have the option to review the content of the newsletter before editing and submission to 

the first print, at a time where additions or deletions can be added.  

2. The committee shall plan and carry out other activities in conformance to this Charter. 

3. The committee shall hold meetings as the need arises. 

4. The committee chair shall determine the day and time. 

5. A designated trustee shall be appointed by the Board President to assist the committee 

and act as liaison between the committee and the Board of Trustees. 

6. Annually assess, in cooperation with the Business Manager, the effectiveness of the 

Committee, and make recommendations to the Board on any needed changes to the By-

Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 

Operating Procedures within the jurisdiction of the Committee, and make 

recommendations for improvement of the operation of the Committee.  
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COMMITTEE CHARTER 

ELECTION COMMITTEE 

ELECTION COMMITTEE CHAIRPERSON 

1. Instructions to and qualification for the Election Committee Chairperson. 

2. The Election Committee Chairperson shall oversee the entire Election Process. 

3. Election Committee Chairperson shall be a member of the Board of Trustees. This 

requirement can be waived by a majority vote of the sitting Board. 

4. The Election Committee Chairperson shall select a Nominating Committee Chairperson 

and present that name to the full Board of Trustees for appointment in February. 

5. This person may be chosen by the Election Committee Chairperson from a list of 

volunteers or by any other process which is agreeable to the Board. 

6. The Election Committee Chairperson shall act as the Designated Trustee and Board 

adviser to the Nominating Committee. 

7. The Election Committee Chairperson shall find and bring forward to the full Board of 

Trustees a Designated Election Committee Chairperson for the purpose of handling the 

Management Proxy Voting, Floor Ballots and vote tallying for and at the Annual 

Meeting. This shall be a paid position under a contract drawn by SURFSIDE’S attorney. 

8. The Election Committee Chairperson shall act as liaison between the DECC and the 

Board of Trustees.  

9. It shall be the duty of the Election Committee Chairperson to supervise the printing and 

safe keeping of all Management Proxies and floor ballots until they are mailed or turned 

over to the DECC. 

10. Annually assess, in cooperation with the Business Manager, the effectiveness of the 

Committee, and make recommendations to the Board on any needed changes to the By-

Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 

Operating Procedures within the jurisdiction of the Committee, and make 

recommendations for improvement of the operation of the Committee.  
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COMMITTEE CHARTER 

NOMINATING COMMITTEE 

PURPOSE: 

1. The purpose of the Nominating Committee will be to obtain qualified candidates to run 

for open positions on the Board of Trustees. 

DURATION: 

1. This committee is of temporary status.  The Committee shall operate from February to 

July of each year. 

APPOINTMENT: 

1. The Nominating Committee Chairperson shall be selected by the Election Committee 

Chairperson, and appointed by the Board of Trustees at the regular Board meeting in 

February.  The NCC will then select at least three qualified members in good standing of 

the Surfside Homeowners Association to serve on the Committee. 

DUTIES AND RESPONSIBILITIES OF THE NOMINATING COMMITTEE 

CHAIRPERSON AND NOMINATING COMMITTEE 

1. The NCC and Nominating Committee shall consult and update the ECC on all actions 

taken by the Committee 

2. The NCC shall call as many meetings of the committee as needed to successfully 

complete their charter 

3. The Committee shall solicit and/or obtain the names of Surfside Homeowners 

Association members who may wish to serve on the Board of Trustees.  It shall be the 

duty of the NCC to validate all applications submitted for consideration.  (This shall be 

done in conjunction with Surfside Homeowners Association office personnel) 

4. The committee will inform the potential candidates of the obligations and work load 

required of Board candidates.  The Nominating Committee shall submit all valid 

applications to the Board of Trustees 

5. A brief synopsis of each candidate shall be prepared, by the committee, using the resume 

and results from the committee review 

6. The synopsis along with the application, resume, candidate’s statement, and candidate’s 

questions will be presented to the Board of Trustees at the regular Board Meeting in May 

7. Annually assess in cooperation with the Business Manager, the effectiveness of the 

Committee, and make recommendations to the Board on any needed changes to the By-

Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 

Operating Procedures within the jurisdiction of the Committee, and make 

recommendations for improvement of the operation of the Committee.  
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SAMPLE BOARD OF TRUSTEE CANDIDATE APPLICATION 

The purpose of this application is to give you, the candidate, a forum to express your willingness 

to serve on the Surfside Homeowners Association Board of Trustees, and to list your reasons and 

qualifications, via resume, to do so.  SURFSIDE requires that you be a “Member in Good 

Standing” (membership dues paid in full) of Surfside Homeowners Association, and that you 

have a real desire to make SURFSIDE a better place for all our members. 

NAME: _______________________________________________________________ 

ADDRESS: ____________________________________________________________ 

TELEPHONE: _____________________ (home) __________________________ (work) 

DIVISION ____________   BLOCK ____________   LOT ____________ 

Submit a resume including your special skills, abilities, and experiences that you feel would 

make you an asset to SURFSIDE. 

Submit a short Candidate Statement, no more than 75 words, to be given to the Board of Trustees 

and to be used in the Surfside Homeowners Association newsletter, etc.  If the Candidate 

Statement is over 75 words, the Nominating Committee has the right to edit to the correct 

amount of words.  The Candidate has final approval over what is in the Candidate Statement. 

You will receive an agenda of events, given a current Surfside Homeowners Association 

handbook, and asked to participate in some local activities to meet the Surfside Homeowners 

Association members you will be serving. 

BY MY SIGNATURE BELOW, I CERTIFY THAT ALL INFORMATION GIVEN IN MY 

RESUME, CANDIDATE STATEMENT, CANDIDATE QUESTIONS AND APPLICATION 

IS ACCURATE AND TRUTHFUL. 

CANDIDATE’S SIGNATURE: ______________________________________________ 

Thank you for your interest in running for the Board and for supporting SURFSIDE. 

Your Application, Resume, Candidate’s Statement, and Candidate Questions are to be submitted 

no later than ____________________.  Please return the documentation to the Surfside 

Homeowners Association office, either in person or by mail: 

       Surfside Homeowners Association 

       ATTENTION: Nominating Committee 

       31402 H Street 

       Ocean Park, WA     98640 

(continued on back) 

**DO NOT WRITE BELOW LINE NOMINATING COMMITTEE USE**    

DATE/TIME RECEIVED IN SURFSIDE HOMEOWNERS ASSOCIATION BUSINESS  

OFFICE____________________________ 
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MEMBERSHIP VERIFIED: _______________   BY: ________ (initials)   

DATE VERIFIED: __________ 

APPLICATION received ________   

RESUME received ________   

STATEMENT received ________ 

QUESTIONS received_________ 

Candidate Statement accepted by Candidate 

____________________________________________ 

(Candidate signature)
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SAMPLE CANDIDATES INFORMATION SHEET AND AGENDA OF EVENTS 

 

1. Complete and submit Candidate Application, Resume, and Candidate Statement to 

Surfside Homeowners Association by___________________, at  5:00 p.m.  . 

2. The Nomination Committee will review all documentation. 

3. A picture will need to be added to the information.  If you need, your picture can be taken 

at the Business Office during normal business hours. 

4. You will receive a current copy of the Surfside Homeowners Association Articles of 

Incorporation, Bylaws, Operations Manual and Covenants to bring you up-to-date on the 

operations of Surfside Homeowners Association. 

5. The placing of all candidates’ names on all election material will be done by a random 

draw. 

6. You will be asked to participate in Surfside Homeowners Association events.  An 

identification tag, as a Board candidate will be made for you to wear at these events. 

___(enter date)____________________ All Candidates will be introduced to 

the setting Board of Trustees at the Regular Board Meeting in May. 

___(enter date)___________________Meet the Candidates’ afternoon will be an 

informal gathering of interested members.  This event will be held immediately 

following the Regular Board Meeting in June and will be moderated by the 

Nomination Committee Chairperson. You will be introduced and asked to give a 

short talk on why you want to be a Board Trustee, and the skills you have for the 

position. The members will be the opportunity to ask you questions. 

_(enter date)_____________________Candidates will be introduced at the 

Annual Meeting before the voting process takes place.  



 

Revised 8/15/2015  Page 79 of 120 

SAMPLE INTERVIEW QUESTIONS FOR BOARD OF TRUSTEE CANDIDATES 

 

Candidate Name:       . 

Date :__________________ 

1. Why do you want to be a Trustee? 

             

             

             

2. Do you plan to attend at least 60% of the Trustee meetings as follows: 

a. Regular business meetings, third Saturday of the month?  

             

b. Special meetings called by constituted authority?  

             

3. Do you think a trustee can adequately represent the property owners if he or she has 3 

consecutive non-excused absences from the regular monthly meetings? 

             

4. All Board members will be assigned to oversight committees such as: Water Department 

Trustee, Sheriff Patrol Trustee, Surfside Homeowners Association Office Trustee and 

other designated assignments including Trustee advisor to member committees.  You 

may be elected to serve as President, Vice-President, Secretary or Treasurer.  Are you 

willing to accept this responsibility? 

             

5. There is a conflict of interest clause on the books of SURFSIDE HOMEOWNERS 

ASSOCIATION. Have you read it and would you have a problem excusing yourself from 

participation if a conflict of interest came up? 

             

6. Except when Board authorization is obtained, there is no travel allowance, are you 

willing to serve under this condition? 

             

7. Offices held in other organizations (optional) 

             

8. Additional Comments (if any): 

           ______

 __________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 
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COMMITTEE CHARTER 

DESIGNATED ELECTION COMMITTEE CHAIRPERSON 

PURPOSE: 

1. It is the responsibility of the Designated Election Committee Chairperson (DECC) to 

insure a fair and impartial election, and that the election process adheres to the guidelines 

set out in the Articles of Incorporation, By-laws and Operating Procedure #101 

DURATION: 

1. This is a temporary paid position.  The position shall be filled at the regular May Board 

meeting and shall terminate when all election results and reports are presented to the full 

Board of Trustees. 

APPOINTMENT: 

1. The DECC shall be hired by the Board of Trustees at the May regular Board meeting.  

The names of candidates for DECC shall be brought forward by the Election Committee 

Chairperson.  The person hired shall be paid according to the contract drawn by 

SURFSIDE’S attorney. 

QUALIFICATION: 

1. The DECC shall have no affiliation with the Surfside Homeowners Association, nor be 

related to any Board member or candidate for office.  The DECC should have previous 

election experience whenever possible.  The DECC shall be of reputable character, 

bonded and totally impartial. 

2. The DECC shall coordinate all activities with the Election Committee Chairperson.   

3. The DECC shall use the Election Committee Chairperson as his/her liaison to the Board 

of Trustees. 

4. The DECC shall have complete autonomy regarding all aspects of the Management 

Proxy and Floor Ballot voting and tabulation of results and the reporting of said voting.   

5. The DECC shall adhere to all Election procedures as set out in the Articles of 

Incorporation, the By-Laws and Operating Procedure #101. 

6. The DECC shall oversee the function and operation of the Registration Committee. 

7. The Registration Committee shall be composed of Surfside Homeowners Association 

office personnel and those others deemed necessary by the DECC 

8. The DECC shall hire other people for his/her committee that are deemed necessary by the 

DECC to complete the Committee Charter.  These other people shall be paid by 

SURFSIDE as per a prior agreed upon hourly rate negotiated with the DECC and the 

Board of Trustees. 

9. The DECC shall be supplied with a copy of Operating Procedure #101, a copy of  the 

Committee Charter and a copy of the Surfside Homeowners Association Articles of 

Incorporation and By-Laws, and any other material needed by the DECC to complete 

his/her assigned duties. 
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10. Annually assess in cooperation with the Business Manager, the effectiveness of the 

function and make recommendations to the Board on any needed changes to the By-

Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 

Operating Procedures within the jurisdiction of the Committee, and make 

recommendations for improvement of the operation of the Committee.  
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COMMITTEE CHARTER 

REGISTRATION COMMITTEE 

PURPOSE: 

1. To facilitate the efficient and effective registration of members for elections and meetings 

where registration is required. 

DURATION: 

1. This Committee shall be appointed and terminated on an as needed basis.  In the case of 

the annual membership meeting, the Committee shall be organized in June and 

terminated at the conclusion of the annual meeting. 

APPOINTMENT: 

1. The Registration Committee shall be comprised of the office personnel of Surfside 

Homeowners Association, and any others deemed necessary by the DECC.  These extra 

people shall be either members in good standing of Surfside Homeowners Association or 

the hired assistants of the DECC. 

2. The Registration Committee will report to and be directed by the DECC and/or the 

Election Committee Chairperson. 

3. The Registration Committee shall take no action that would put the Committee in conflict 

with the rules and regulations set out in the Articles of Incorporation, the By-Laws, or 

Operating Procedure #101, or instruction issued by the DECC or the Election Committee 

Chairperson. 

4. The Responsibility and Duties of the Registration Committee shall be as follows; 

5. To establish and organize all the records and paper work necessary to effectively and 

efficiently check the eligibility of and to register qualified members of the Surfside 

Homeowners Association in the allotted time prior to the Annual Membership Meeting or 

other designated election or function. 

6. To ensure that all needed information and material is available at the designated time and 

place of the Annual Meeting or other election or function.  It shall also be the 

responsibility of the Registration Committee to ensure that all of the said material and 

records are collected and returned to the Surfside Homeowners Association’s business 

office. 

7. To assist the DECC, the Election Committee Chairperson and the Board Secretary as 

needed or directed. 

8. Annually assess in cooperation with the Business Manager, the effectiveness of the 

Committee, and make recommendations to the Board on any needed changes to the By-

Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 

Operating Procedures within the jurisdiction of the Committee, and make 

recommendations for improvement of the operation of the Committee.  
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COMMITTEE CHARTER 

EXECUTIVE COMMITTEE 

PURPOSE: 

1. To formulate decisions or plans necessary to handle situations of an immediate nature 

which do not allow for a timely convening of the full Board of Trustees and/or to handle 

sensitive employee or employment problems and legal issues. 

DURATION: 

1. This Committee shall have permanent status. 

APPOINTMENT: 

1. This committee shall be comprised of the elected officers of the Board of Trustees; i.e.:  

President, Vice-President, Secretary and Treasurer. 

QUALIFICATION: 

1. Duly elected officers of the Surfside Homeowners Association. 

2. The President of the Board of Trustees shall be the Chairperson of the Executive 

Committee. 

3. Meetings of this committee shall be called at the discretion of the chairperson or two or 

more of the committee members. 

4. Minutes of all committee meetings shall be kept and a report of all meetings shall  be 

given at the next regular Board meeting. 

5. Any action or formal acceptance of any recommendations shall be placed in the minutes 

of the next regular Board meeting.
4
 

6. Meetings may be partially or wholly telephonic depending on the nature of the subject 

requiring committee action. 

7. Annually assess in cooperation with the Business Manager, the effectiveness of the 

Committee, and make recommendations to the Board on any needed changes to the By-

Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 

Operating Procedures within the jurisdiction of the Committee, and make 

recommendations for improvement of the operation of the Committee.  

                                                 
4
 Action taken at Executive Committee meetings that deal with employment, employee or legal/financial problems shall be 

handled according to the Revised Code of Washington (RCW – 64.38.035(2)) pertaining to these matters. 
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COMMITTEE CHARTER 

FISH AND WATERWAY MANAGEMENT COMMITTEE 

PURPOSE: 

1. To develop and implement plans for effectively and efficiently managing the waterways 

of SURFSIDE for the overall good of its members;  To protect the waterways from 

pollution;  To promote waterways which are useful for fishing, small boating, and other 

beneficial uses;  To provide for the control of weeds, undesirable fish, and other 

conditions which interfere with the members’ enjoyment of our waterways; To purchase 

and oversee the planting of fish in SURFSIDE’S waters as requested and authorized by 

the Board of Trustees;  The Committee is further charged with the development and 

upgrading of SURFSIDE’S fish program. 

DURATION: 

1. This Committee shall have temporary status. 

APPOINTMENT: 

1. The Committee shall be composed of two or more members.  The Chairperson of this 

Committee shall be appointed by the President with the approval of the Board of 

Trustees.  The Chairperson shall then appoint the other member/members of the 

Committee, which may include a Surfside Homeowners Association staff member. 

QUALIFICATION: 

1. The Chairperson and all Committee members shall be members in good standing of Surfside 

Homeowners Association. 

2. Meetings of the Committee shall be called by the Chairperson at his/her discretion as often as 

necessary to fulfill the Committee Charter. 

3. Develop and recommend to the Board, through the Business Manager, a plan for effectively 

and efficiently managing the waterways of Surfside Homeowners Association for the 

benefit of its members, preventing pollution, enhancing beneficial uses, and controlling 

conditions which unreasonably interfere with members’ enjoyment of our waterways. 

4. Keep the Board apprised, through the Business Manager, of any fish and waterway 

management problems.  All reports must be in writing. 

5. Prepare a fish and waterway management budget each year in September, and submit this 

budget to the Field Superintendent for inclusion in his/her annual budget request. 

6. Keep the Board Secretary advised of the names and addresses of all committee members.  

Ensure that current community fishing regulation signs are posted and maintained. 

7. Annually assess in cooperation with the Business Manager, the effectiveness of the 

Committee, and make recommendations to the Board on any needed changes to the By-

Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 

Operating Procedures within the jurisdiction of the Committee, and make 

recommendations for improvement of the operation of the Committee.  
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COMMITTEE CHARTER 

FISHING DERBY COMMITTEE 

PURPOSE: 

1. To coordinate the annual “kid’s fishing derby”. 

DURATION: 

1. This Committee shall have temporary status. 

APPOINTMENT: 

1. The Committee Chairperson shall be appointed by the President with the approval of the 

Board.  The Committee shall have no less than three members.  The Committee 

Chairperson shall select the members of his/her Committee.  This Committee will be 

activated at the February regular Board meeting. 

QUALIFICATION: 

1. All members of this Committee shall be members in good standing or an employee of 

Surfside Homeowners Association. 

2. Meetings of this Committee shall be called at the discretion of the chairperson as required 

to fulfill this charter. 

3. The Chairperson of this Committee shall coordinate with the Chairperson of the Fish 

Management Committee and the Field Superintendent. 

4. All expenditures will be coordinated with the Bookkeeper through the Business Manager. 

5. The Chairperson shall submit to the Board Secretary a list of the names and addresses of 

all Committee members. 

6. The Committee shall be responsible for the following; 

7. Recruiting volunteers from SURFSIDE members to handle: 

a. Derby registration 

b. Fish measurement 

c. Preparation and distribution of refreshments 

d. Procurement and distribution of prizes 

e. Photographing the event 

f. Mapping of fishing sites and assigning adult supervision to ensure compliance 

with derby rules 

g. Publicity for the event 

h. Posters and sign-up sheets for office 

i. Article for SURFSIDE Weekender and Newsletter publications. 

8. Annually assess in cooperation with the Business Manager, the effectiveness of the 

Committee, and make recommendations to the Board on any needed changes to the By-
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Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 

Operating Procedures within the jurisdiction of the Committee, and make 

recommendations for improvement of the operation of the Committee.  
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COMMITTEE CHARTER 

INSURANCE COMMITTEE 

PURPOSE: 

1. To ensure that all the insurance requirements as set forth by the Board policy are fully 

implemented and current. 

DURATION: 

1. This Committee shall have temporary status. 

APPOINTMENT: 

1. The Chairperson of this Committee shall be appointed by the President, with the approval 

of the Board of Trustees. The Committee shall have no fewer than two or more than three 

members. One member of this committee shall be a Board member. 

QUALIFICATION: 

1. All members of this Committee shall be members in good standing of Surfside 

Homeowners Association. 

2. Meetings of this Committee shall be called at the discretion of the Chairperson as needed 

to fulfill this charter. 

3. Coordinate insurance coverage with Board Policy, Indemnification and Insurance. 

4. Obtain three bids, if possible due to coverage needs, on renewable policies well in 

advance of renewal date (check with the Bookkeeper for the renewal dates of all policies) 

5. Submit bids and a written recommendation to the Board of Trustees for final selection. 

6. Obtain additional insurance coverage as needed for Association vehicles and property. 

7. Oversee the insurance files in the business office. 

8. Master authorized vehicle operators list 

9. Claim forms 

10. Billings and payment records 

11. Submit estimate of insurance to Budget Committee in September of each year. 

12. Submit annually a list of Committee members’ names and addresses to the Board 

Secretary. 

13. Annually assess in cooperation with the Business Manager, the effectiveness of the 

Committee, and make recommendations to the Board on any needed changes to the By-

Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 

Operating Procedures within the jurisdiction of the Committee, and make 

recommendations for improvement of the operation of the Committee.  
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COMMITTEE CHARTER 

INVESTMENT COMMITTEE 

PURPOSE: 

1. To develop an investment plan and make recommendations to the Board of Trustees for 

the secure investment of SURFSIDE funds. 

DURATION: 

1. This Committee shall have temporary status. 

APPOINTMENT: 

1. This Committee shall have no fewer than two members or more than four.  The Board 

Treasurer shall be the Chairperson of this Committee.  The Bookkeeper shall also be a 

member.  Any additional members may be appointed by the Chairperson. 

QUALIFICATION: 

1. All members of this Committee shall be members in good standing or a paid employee or 

agent of Surfside Homeowners Association.  Members with strong financial background 

preferred. 

2. Meetings of this Committee shall be called at the discretion of the chairperson as  needed 

to fulfill this charter. 

3. Bi-monthly meetings shall be held to review all investments and deposits. 

4. Develop an investment plan which is not in conflict with “Board Policy” dealing with 

investments. (See Board Policy section, “Investment”) 

5. Submit annually a list of committee member’s names and addresses to Board Secretary. 

6. Present a written report to the Board of Trustees at regular or special Board Meetings as 

requested. 

7. Annually assess in cooperation with the Business Manager, the effectiveness of the 

Committee, and make recommendations to the Board on any needed changes to the By-

Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 

Operating Procedures within the jurisdiction of the Committee, and make 

recommendations for improvement of the operation of the Committee.  
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COMMITTEE CHARTER 

LAND AND BUILDINGS COMMITTEE 

PURPOSE: 

1. Prepare short term (one year) and long term (five year) plans for Surfside land and 

buildings use and maintenance and repair of Surfside land and buildings and in 

cooperation with the Water System Planning Committee prepare, maintain, and update 

the Washington State required reserve study. 

DURATION: 

1. This Committee shall have permanent status. 

APPOINTMENT: 

1. This Committee shall have at least three members, one of which shall be a member of the 

Board of Trustees. The Committee Chairperson and the trustee shall be appointed by the 

President, with the approval of the Board. The Chairperson shall select the remaining 

members of the Committee. 

QUALIFICATION: 

1. All members of this Committee shall be members in good standing or employees or 

agents of Surfside Homeowners Association. 

2. Meetings of Committee shall be called by the Chairperson, at their discretion, as required 

to fulfill this charter. 

3. The Committee shall investigate any proposed purchases or listing for sale of Surfside 

land or buildings and report their findings of the investigation to the Board of Trustees.  

4. The Committee shall create and maintain a complete physical inventory of all Surfside 

properties and buildings. The inventory record will be filed in Surfside’s business office 

and the Business Manager will control custody of the inventory record. The inventory 

will be updated each December and presented to the Board of Trustees at their January 

regular meeting for approval and adoption. 

5. The Committee will prepare a financial plan each year and present the plan to the Budget 

Committee at their initial Budget Committee meeting for use in preparing Operations and 

Capital Improvement budgets. 

6. The Chairperson of the Committee will provide a written report, when requested to do so 

by the Board of Trustees.  

7. The Chairperson of the committee will submit annually a list of all members of this 

Committee to the Board Secretary. 

8. The Committee will annually assess, in cooperation with the Business Manager, the 

effectiveness of the Committee, and make recommendations to the Board on any needed 

changes to the By-Laws, Covenants, Board Policies, Committee Charters, Position 

Descriptions or Operating Procedures within the jurisdiction of the Committee, and make 

recommendations for improvement of the operation of the Committee.  
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COMMITTEE CHARTER 

POLICY & PROCEDURES COMMITTEE 

PURPOSE: 

1. Review, rewrite, alter or initiate new documentation at the request of the Board of 

Trustees.   Assure complete coordination of new or revised copy presented to the Board 

at a special or regular Board meeting. 

DURATION: 

1. This Committee shall have temporary status.  It shall meet at the direction of the Board, 

when required, to update, review, changes or additions of this Policy and Procedures 

(Operations) Manual. 

APPOINTMENT: 

1. The Chairperson of this Committee shall be appointed by the President of the Board of 

Trustees, with the approval of the Board. The President shall appoint a designated trustee 

to oversee and act as liaison between the Committee and the Board. The Designated 

Trustee shall be a member of the Committee. The other members of the Committee 

(committee total membership of no less than three or more than five) shall be selected by 

the Committee Chairperson. 

2. The duties and responsibilities of this committee are as follows: 

a. Review all changes and purposed changes in this manual to insure that these 

changes conform to existing policy and the Articles of Incorporation, Bylaws and 

Restrictive Covenants of SURFSIDE. 

b. Upon review of changes or purposed changes a written report shall be submitted 

to the Board of Trustees reflecting the committee findings or recommendations. 

3. The Business Manager or his designee shall note and copy all changes voted upon by the 

Board of Trustees and shall ensure that the appropriate changes are placed in all existing 

manuals. 

4. Submit annually a list of committee member’s names and addresses to the Board 

Secretary. 

5. Annually assess in cooperation with the Business Manager, the effectiveness of the 

Committee, and make recommendations to the Board on any needed changes to the By-

Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or 

Operating Procedures within the jurisdiction of the Committee, and make 

recommendations for improvement of the operation of the Committee.  
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COMMITTEE CHARTER 

WATER/FIELD SERVICES COMMITTEE 

PURPOSE: 

1. Formulate short term (one year) and long term (five years and longer) project plans 

covering all aspects of the Surfside water supply, Surfside water distribution system and 

maintenance and repair of all Surfside lands and buildings.   

DURATION: 

1. This Committee shall have permanent status. (Inactive at this time) 

APPOINTMENT: 

1. This Committee shall have three or more members and shall report directly to the 

business manager.  The Committee Chairperson shall be appointed by the Board 

President, with the approval of the Board of Trustees.  The Water/Field Services 

Superintendent shall be a member of this Committee.  The Designated Trustee for the 

Water/Field Services Department shall also be a member of the Committee.  The 

Committee Chairperson shall select the remaining members of his/her Committee. 

QUALIFICATION: 

1. All members of this Committee shall be members in good standing of Surfside or 

employees of SURFSIDE. 

2. Meetings of this Committee shall be called by the Chairperson at his/her discretion as 

required to fulfill this charter. 

3. Work closely with the Water/Field Services Superintendent and the Water Superintendent 

to monitor the water quality, supply and distribution system. 

4. Work with the Water/Field Services Superintendent and the Water Superintendent to 

implement inventory, maintenance and improvement plans for all Surfside lands and 

buildings as necessary to preserve the designated assets. 

5. Work with the Water/Field Services Superintendent and the Water Superintendent in 

developing the budget for improvements and long term expansion and repair of all 

Water/Field Services facilities. 

6. Prepare and present a written report to the Board of Trustees at the regular monthly 

meetings. 

7. Work in coordination with the Water System Planning Committee and Land and Building 

Committee as necessary. 

8. Supply annually a list of the names and addresses of all Committee members to the 

Secretary to the Board. 

9. Annually assess in cooperation with the Business Manager, the effectiveness of the 

Committee, and make recommendations to the Board on any needed changes to the By-

Laws, Covenants, Board Policies, Committee Charters, Position Descriptions or  
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Operating Procedures within the jurisdiction of the Committee, and make 

recommendations for improvement of the operation of the Committee.  
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COMMITTEE CHARTER
5
 

WATER SYSTEM PLANNING COMMITTEE 

PURPOSE: 

1. Prepare, maintain and update the Department of Health required comprehensive water 

system plan and in cooperation with the Land and Buildings Committee prepare, 

maintain, and update the Washington State required reserve study.  

DURATION: 

1. This Committee shall have permanent status.  

APPOINTMENT: 

1. This Committee shall have a minimum of five members. The Committee Chairperson 

shall be appointed by the Board President, with the approval of the Board of Trustees. 

The Water System Manager shall be a member of this Committee. The Designated 

Trustee for the Water System and the Field Services Department shall also be a member 

of the Committee. The Committee Chairperson shall select the remaining members of 

their Committee. 

QUALIFICATION: 

1. All members of this Committee shall be members in good standing of Surfside, 

employees or agents of SURFSIDE.  

2. The Committee meetings shall be called by the chairperson, at his discretion, as required 

to fulfill this charter. 

3. The Committee will work with the Water System Manager to monitor the water quality 

and condition of the supply and distribution system. 

4. The Committee will work with the Water System Manager to inventory all stock 

materials, water system infrastructure, tools, vehicles and equipment annually and report 

the condition of inventory to the Board of Trustees at their January regular meeting.  

5. The Committee will prepare a financial plan each year and present the plan to the Budget 

Committee at their initial Budget Committee meeting for use in preparing Operations and 

Capital Improvement budgets. 

6. The Committee will cause a written report be prepared and presented at each regular 

meeting of the Board of Trustees. The report will be presented by the Water System 

Manager. 

7. The Committee will coordinate efforts with the Land and Buildings Committee as 

needed. 

8. The Committee will maintain a list of the names and addresses of all Committee 

members and submit a copy of the list to the Secretary to the Board at the January regular 

meeting of the Board of Trustees. 

                                                 
5
 Revised February 16, 2013 by Resolution 2013-02-01 
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9. The Committee will annually assess, in cooperation with the Business Manager, the 

effectiveness of the Committee, and make recommendations to the Board on any needed 

changes to the By-Laws, Covenants, Board Policies, Committee Charters, Position 

Descriptions or Operating Procedures within the jurisdiction of the Committee, and make 

recommendations for improvement of the operation of the Committee.  
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OPERATING PROCEDURE #101 

ELECTIONS 

This Operating Procedure is written to set out the step by step procedure for handling all 

elections conducted by the Surfside Homeowners Association, including but not limited to, the 

election of new members of the Board of Trustees at the Annual Meeting. 

1. Board of Trustee Action: 

a. The President shall appoint, subject to Board approval an Election Committee 

Chairperson (ECC) at the January Regular Board Meeting. 

b. ECC will be a current member of the Board of Trustees. 

c. This requirement may be waived by a majority vote of the sitting Board of 

Trustees. 

d. The Board will appoint a Nominating Committee Chairperson (NCC), with the 

recommendation of the ECC, at the February Board Meeting. 

e. The Board will hire a Designated Election Committee Chairperson (DECC), with 

the recommendation of the ECC, at the May Board Meeting. 

2. Responsibilities of ECC: 

a. ECC shall have complete oversight of all election procedures and will act as 

liaison between all election committees and the Board of Trustees. 

b. ECC will appoint a Nominating Committee Chairperson with the consent of the 

Board of Trustees at the February Board Meeting. (See ECC Committee Charter) 

c. ECC will find and present to the Board of Trustees a Designated Election 

Committee Chairperson at the May Board Meeting. This person will be hired by a 

vote of the Board of Trustees.  (See DECC Committee Charter) 

d. ECC shall supervise, and be responsible for, the printing and safekeeping of all 

Management Proxy forms and Floor Ballots. 

3. Nominating Process 

a. This process shall be conducted by the Nominating Committee Chairperson 

(NCC) with oversight of the ECC. 

b. The NCC shall conduct his/her action in accordance with the NCC Committee 

Charter. 

4. Nomination of candidates for Board of Trustees: 

a. Full Term: Article IV, Section 2, of the Surfside Homeowners Association By-

Laws states: “Trustees shall be elected to serve for three years or until their 

successors are elected and duly qualified.” 

b. Partial Term: Article IV, Section 7, of the Surfside Homeowners Association By-

Laws states: 
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c. “Any vacancy on the Board of Trustees shall be filled by appointment by the 

majority of the remaining Trustees.  The Person so appointed shall hold office 

until the next annual meeting of the members of the corporation, at which annual 

or adjourned annual meeting, the vacancies for the remainder of the original 

terms, if any, shall be filled by election by the members in the regular manner.” 

d. The appointed Trustee, if he/she desires, may be a candidate for the full term 

position at the next election (Annual Meeting). 

5. Designated Election Committee Chairperson: 

a. The DECC shall conduct the Election Process in accordance with the DECC 

Committee Charter, with oversight by the ECC.  

b. The DECC shall be hired by the Board of Trustees as per a written contract drawn 

by SURFSIDE attorney. 

Handling and Control of Management Proxies, Floor Ballots and SURFSIDE records prior to 

Annual Meeting. 

1. Management Proxies and Floor Ballots: 

a. The ECC, with help from the Bookkeeper, shall take delivery of all printed 

Proxies and Floor Ballots and shall be responsible and accountable for their 

control and safekeeping until they are mailed to the membership or, in the case of 

the floor ballots, turned over to the DECC. 

b. There shall be a mailing each year in June to all members of record to announce 

the Annual Meeting.  This mailing shall include the time and place of said 

meeting as well as a Proxy Form and a self addressed return envelope. (Return 

address shall be that of the DECC) See note #1 

c. Upon the receipt of returned Proxies the DECC shall convene his/her hired staff 

and shall proceed with the following tabulation and verification procedure: 

d. Verify authenticity of the Management Proxy (M.P.) 

e. Register the receipt of returned verified proxies on the Master Members List.  

(Computer printout supplied by Surfside Homeowners Association office) No 

M.P. shall be counted or otherwise considered which is received after the cutoff 

date stated on the Proxy Form.  No Proxy shall be counted or considered if it has 

been altered in any way. 

f. DECC shall count and collate all Proxies returned.  A tally shall be kept of all 

items listed on the Proxy. 

g. No cumulative voting shall be allowed. 

h. After counting all valid Proxies, all Proxies and Tally Sheets shall be placed in a 

safe container for storage and transport to the Annual Meeting. 

2. Registration for Annual Meeting: 

a. The Registration for the Annual Meeting will be handled by the Registration 

Committee in accordance with the Committee Charter set forth in this manual. 
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b. Registration shall begin at 8:00 AM the morning of the Annual Meeting and shall 

continue until all eligible members have been permitted to enter the meeting.  

Registration shall not be terminated before 9:45 AM. 

c. The Annual Meeting shall be called to order at exactly 10:00 AM. 

d. It shall be the duty of the Registration Committee to return all records to 

SURFSIDE office at the conclusion of the Annual Meeting. 

3. Declaration of a Quorum: 

a. It shall be the duty of the Secretary of the Board of Trustees, in conjunction with 

the DECC to report to the President of the Board that a quorum is present at the 

Annual Meeting  

b. In compliance with Article V, Section 3, ten (10) per cent of the members shall 

represent a quorum.  The actual count in determining a quorum will be the 

number of valid Proxy Forms returned to the DECC, added to the number of 

members attending the Annual Meeting in person (NOTE: In the absence of a 

quorum, no business or election can be valid.) 

4. Control of Management Proxies and Floor Ballots at Annual Meeting: 

a. All Proxy forms and Floor Ballots shall be brought to the Annual Meeting by the 

DECC and his/her staff. 

b. Members in good standing who are not recorded on DECC Master List as having 

voted by Proxy, shall be issued a floor ballot identical to the Proxy except 

identified by a different colored paper.  In addition, they may be issued a colored 

voting slip for use in voting for issues other than those covered by the Ballot. 

c. A member who previously mailed his/her Proxy to the DECC, but now wishes to 

vote in person, may request the return of said proxy.  His/her Proxy shall be 

removed from the Held Proxy File by the DECC, subtracted from all the tally 

counts and destroyed.  A Floor Ballot will then be issued to the member in lieu of 

his/her Proxy. 

d. When Registration is complete and a quorum has been declared, the DECC shall 

present to the Proxy Holder, the total number of Proxies that member is 

authorized to vote during the voting process.  Recipient of each Proxy must affix 

his/her signature to each Proxy as having received same. 

e. Designated Proxy Holders shall be furnished a Floor Ballot for each Proxy they 

receive. 

f. The nominees with highest vote count shall be awarded Trustee three (3) year 

terms.  All others, in order, shall be awarded Trustee positions of shorter terms in 

sequence. 

g. Prior to floor balloting, the DECC shall be introduced to the Membership. 

h. All candidates for office shall be introduced to membership. 

i. Association President shall call for any nominations from the floor. 
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j. Introduction of any floor candidates. 

k. Any floor-nominated candidate must be present at the Annual Meeting to accept 

the nomination and be introduced, or have indicated in writing to the business 

office by 5:00 p.m. on the Friday prior to the Annual Meeting that if nominated he 

or she will accept. 

l. After floor balloting the DECC and his/her staff shall collect all ballots cast. 

m. When all floor ballots have been counted, a certified tally sheet shall be prepared, 

dated and signed by the DECC.  The tally sheets from the mail-in proxy and that 

of the floor ballot voting shall then be combined into a final combined tally sheet 

showing the results of the election.  This final combined tally sheet shall then be 

signed, dated and certified by the DECC. 

n. If on the final combined tally sheet, candidates for election are separated by less 

than one-half of one per cent, the DECC will undertake an immediate recount of 

votes affecting those persons only. 

o. In the case of ballot issues not related to office holders, i.e.; funding, building, 

etc., a recount of votes will be limited to the issue/issues involved only. 

p. The nominees with highest vote count shall be awarded Trustee three (3) year 

terms. All others, in order, shall be awarded Trustee positions of shorter terms in 

sequence. 

q. Two copies of the final combined tally sheet shall be prepared and certified by the 

DECC.  One copy shall be presented to the Board Secretary to report and certify 

the results of the election.  The second copy will be used by the DECC to report 

the election results to the membership.  The Board Secretary’s copy of the 

certified election result shall be placed in the Surfside Homeowners Association 

Office security vault with all proxies, floor ballots and tally sheets of the election 

until ordered destroyed by the Board of Trustees after four (4) years. 

r. The DECC shall hold the proxies, floor ballots and tally sheets in his/her 

possession and shall be responsible for their safekeeping until turned over to the 

Secretary of the Board of Trustees. 

SPECIAL INSTRUCTIONS TO DECC: 

1. Coordinate with ECC to insure that a Post Office box has been rented to facilitate the 

mail-in management proxies.  This Post Office box must be rented before the 

management proxies are printed or mailed. 

2. Receive, verify, tabulate and provide a final tally of all mail-in proxies. 

3. Keep an alphabetical file on all returned mail-in proxies. 

4. Verify with Surfside Homeowners Association business office all current changes in the 

Master Membership List. 

NOTE #1. Mailing of Annual Meeting notice and management proxy forms shall be at least 

twenty (20) days prior to the date of the Annual Meeting.  
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OPERATING PROCEDURE # 102 

LIENS AND FORECLOSURES 

The Board of Trustees has adopted this Lien and Foreclosure policy to facilitate the consistent 

and fair collection of delinquent accounts.  It is the responsibility of the Bookkeeper to initiate 

the process according to the guidelines set forth in this Operating Procedure.  The actual 

foreclosure process shall be handled by SURFSIDE attorney.  However, failure to follow this 

policy will not constitute a defense in any action brought by SURFSIDE against a member to 

foreclose SURFSIDE’s lien and/or to collect any amount owed to SURFSIDE nor, in any way, 

invalidate or otherwise affect any action taken by or on behalf of SURFSIDE. 

1. Lien Action 

a. Accounts delinquent as of August 1st of each year shall be sent an “Intent to 

Lien” form letter by Certified Mail. 

b. Accounts still delinquent as of September 1st shall have a Lien filed against the 

delinquent owner’s property. 

2. Foreclosure Action 

a. Accounts remaining delinquent for a period of two (2) years shall be sent a 

“Notice of Intent to Foreclose” letter by registered mail. 

b. Accounts which remain unpaid thirty (30) days after the mailing of the “Notice of 

Intent to Foreclose” letter shall be turned over to SURFSIDE attorney for 

foreclosure action. 

c. SURFSIDE’S attorney has authority to collect a judgment in any way allowed by 

law, except that SURFSIDE’S attorney may not pursue sale of a member’s lot in 

Surfside or other subdivisions over which SURFSIDE has authority, unless that 

action is approved by the Trustees. 

d. All legal fees and court costs shall be paid by the delinquent property owner. 

3. County Tax Foreclosures  

a. On a case by case basis, the Trustees may authorize either of the following actions 

when, after consultation with SURFSIDE’S attorney, they determine that it is in 

the best interest of SURFSIDE to do so: 

b. Pay amounts due Pacific County, and/or other taxing authorities, to prevent 

property subject to SURFSIDE’s lien being sold for unpaid property taxes or 

other governmental assessments. 

c. Bid at the County foreclosure sale to attempt to acquire property subject to 

SURFSIDE’s lien.  The Trustees shall establish the maximum bid amount in their 

authorization to bid.  
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OPERATING PROCEDURE #103 

BUDGET DEVELOPMENT 

1. This operating procedure is written to provide a set procedure for the initiation, 

development and adoption of the yearly operating budget of the Surfside Homeowners 

Association.  This process shall be in full compliance with Board Policy - Budget Process 

and Washington State Laws. 

2. The Budget Committee shall be formed at the August regular Board meeting each year. 

The Committee shall consist of the Board Treasurer, who shall act as the Committee 

Chairperson, the Bookkeeper, the Business Manager and no more than three additional 

members who shall be appointed by the Committee Chairperson. 

3. The Budget Committee Chairperson shall meet with the Board of Trustees after the 

August regular Board meeting to review employee wages, benefits and other issues 

pertinent to the budget process.  Department and committee heads shall utilize 

information obtained from this meeting when preparing budget proposals prior to the 

September Board meeting. 

4. The following Department Heads and/or Designated Trustees and Committee 

Chairpersons shall submit preliminary budgets through the Business Manager to the 

Budget Committee Chairperson no later than the regular September Board meeting.  

These budgets shall cover all expenses needed for the up-coming fiscal year. Separate 

budgets shall be submitted for operating expenses, and capital improvements. 

a. Water System Manager 

b. Bookkeeper 

c.  Field Superintendent 

d.  Committee Chairpersons/Designated Trustees of committees who expect to   

expend SURFSIDE funds: 

5. The Budget Committee shall prepare an operating budget and a capital expenditure and 

reserve funds budget from the input from all the above named sources along with the 

computerized year to date financial statements provided by SURFSIDE’S business office 

and the audited financial statements of the prior fiscal year. 

6. The Budget Committee shall present a final draft of the proposed budget at the October 

regular Board meeting for Board approval. 

7. Budget must be accepted or rejected at this meeting. 

8. Accepted proposed budgets will be printed and a special membership meeting for budget 

approval shall be scheduled. 

9. All members shall be mailed a summary budget letter and a proxy ballot,  informing the 

membership of the time, date and place of the special budget meeting and giving voting 

instructions for those wishing to vote by proxy. 

10. The meeting shall be no sooner than fourteen (14) days nor more than thirty (30) days 

from the date of the mailing. 
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11. Members attending the budget meeting and those voting by proxy, shall vote on the 

acceptance or rejection of the adopted budget. 

12. Budgets which fail to receive a majority negative vote shall be considered ratified as 

stated in the Revised Code of Washington (RCW), Section 64.38.025. 

13. The budget committee may present a new budget using the same process listed above. 

14. If no new budget is ratified, the previous year’s budget shall govern assessments and 

spending in the next fiscal year or until a new budget is ratified by a vote of the 

membership as stated in RCW Section 64.38.025. 

15. Budget development shall be made considering long range plans and needs of 

SURFSIDE. A five (5) year plan should be the goal of these considerations. 

16. All budget and budget development procedures shall conform to the guidelines outlined 

in the Washington State Laws regarding Homeowners Associations, which is specifically 

defined in the Revised Code of Washington (RCW) Section RCW 64.38.  
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OPERATING PROCEDURE # 104 

ARCHITECTURAL COMMITTEE OPERATION 

This operating procedure is written to set out the step by step procedure the Surfside 

Homeowners Architectural Committee shall use in the performance of their charter. This 

procedure shall be followed in all actions taken by the committee and all its members. The 

Chairperson shall be responsible to see that this operating procedure is followed as written. 

Committee Duties: Determine that all plans submitted for approval conform to all SURFSIDE 

Bylaws and Covenants/Architectural Guidelines. 

1. Chairperson will: 

a. Preside at all Committee meetings, 

b. Determine that all plans are submitted with the proper forms and the correct 

number of copies, 

c. Verify that all forms and paper work is completed at all steps during the approval 

process, 

d. Submit a written Committee Action report at the monthly Board Meeting. 

e. Architectural Committee complaints will be referred to the covenants compliance 

designee 

2. Vice-Chairperson will: 

a. Assume all duties of Chairperson in his/her absence. 

b. Verify that at the end of the building process, or at the Two (2) year time frame, 

that the inspection process is completed and the proper action is taken or the 

proper report is filed. Process to be done on a monthly basis 

3. Committee Members will: 

a. Review all submitted building, or other plans, 

b. Determine that all plans meet Association covenant requirements, 

c. Visit property sites to determine decisions to be rendered on all requests for 

approval of plans which are questionable or unusual due to location or type of 

construction. Requests for opinions by interested parties will not be addressed 

outside of an official meeting: interested parties will be advised to attend the next 

regular meeting or submit a written request for an opinion 

d. Property may be visited by the committee if so instructed by the committee 

chairperson or inspection committee. 

Official Meeting Requirements: 

1. Meetings shall be held on a weekly basis, time and day to be determined by the 

Chairperson. Time and day will remain constant unless unusual circumstances dictate 

otherwise. Time and day of meetings shall be posted in the business office. 

2. Special meetings may be called by the Committee Chairperson. 
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3. A regularly scheduled meeting may be cancelled with proper notice to applicants and 

committee members. Notice of a cancelled meeting shall be posted at the Surfside 

business office. 

4. No meeting shall be held with less than three members physically present. 

5. Minutes shall be kept of each meeting. 

6. Committee “Minutes Form” will be used. 

7. All action taken by the Committee shall be noted in the minutes, plans submitted, 

approved/disapproved, other action taken. 

8. Minutes shall be typed and placed in a committee file and made part of the public records 

of SURFSIDE. 

9. All meetings shall be open to all SURFSIDE members. 

Plan Submission Procedures: 

a. A plan submission packet shall be available at SURFSIDE office. 

b. All members wishing to submit plans for approval shall fill out all applicable sections of 

the packet. 

c. Plans shall not be reviewed without the proper SURFSIDE forms being completed. 

d. Plans and forms must be submitted to the business office at least forty-eight (48) hours 

prior to the meeting date.  

o Two (2) copies of all plans must be submitted to be reviewed.  

o One (1) copy shall be returned to the member with approval notice, 

o One (1) copy shall be retained by SURFSIDE for Two (2) years. 

Plan Approval Process: 

1. Each submitted plan shall be checked by the committee for compliance with all covenant 

and architectural guidelines, this would include, but is not limited to, single family 

residence, mobile units, multiple residence, commercial structures, and other property 

development and improvements. 

2. The Water/Field Services staff shall review the plot plan for the septic tank  and drain 

field on behalf of the Architecture Committee only to verify placement in relationship to 

‘Surfside water lines and connection location 

3. Plot plan should show distance of septic tank and drain fields to property lines, wells and 

buildings. The plot plan shall also show the size and placement of the proposed dwelling 

on the parcel 

4. Once the plot plan has been reviewed, it will then be signed off by the Surfside 

Water/Field Services Department. The applicant will submit the reviewed plan to Pacific 

County Health Dept. for final approval, 

5. Building plans; general: 

a. Building Covenant Check List shall be filled out for each plan submitted, 
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b. Plans are reviewed by entire present committee, and if plans are in conformance 

with all requirements they are approved and signed and dated by a majority of the 

Architectural Committee members present. (See covenant requirement 4.1b4) 

c. Plans found not to be in compliance are rejected and returned to the member 

along with written explanation of the reason plans were rejected, 

d. Approved plans along with all supporting documentation shall be filed in 

SURFSIDE office for a period of two (2) years, 

e. Complete recording and filing of approved plans 

f. Approved building and plot plans, covenant check list, approval request form and 

copy of the letter sent to the requesting member shall be filed in the Architectural 

Committee file cabinet by Surfside Office Secretary 

g. Prior to filing, data on building approval shall be entered in Master Record File. 

The date of the committee approval of the dwelling and the review of the septic 

tank and drainfield location shall be provided on the map. 

6. Final inspection: 

a. Upon notification of property owner that exterior of building is complete, or at the 

end of the two (2) year period, the vice- chairperson or a committee appointed by 

the vice-chairperson shall check the building for exterior completion in 

compliance with SURFSIDE covenants. The Master File and office map shall be 

updated to reflect changes. 

Board Decisions 

1. General: 

a. Various places within the Restrictive Covenants administered by the Surfside 

Estates Homeowners Association (“Restrictive Covenants”) specify that certain 

decisions on proposed development must be approved by the Board. This 

includes, but is not necessarily limited to, the following sections of the Restrictive 

Covenants: Section 2.8 regarding commercial signs, Section 2.10 regarding 

manufacturing uses, Section 2.11 regarding commercial uses, Section 3.1c 

regarding height for multi-family residences and commercial structures, Section 

4.6a regarding waivers to the minimum size requirements for houses and Section 

5.6.1 of the Architectural Committee Guidelines regarding variances. This Section 

5 of this Operating Procedure describes the procedures and criteria for making 

decisions on proposed development that requires Board approval. 

2. Application: 

a. The applicant for the proposal shall make the request in writing, on the form 

provided for the request, to the Architectural Committee. The applicant for the 

proposal shall include, with the application, the information required in Section 

5.5.2 of this Operating Procedure. 
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b. Application Fee. The request must be accompanied by an application fee in the 

amount established from time to time by the Board. The request will not be 

processed until this fee is paid. 

c. Architectural Committee Review. The Architectural Committee shall review 

every application that requires Board approval and make a recommendation to the 

Board; provided, however, that where the128 Restrictive Covenants give 

authority for the Architectural Committee to make the decision, subject to Board 

approval and/or confirmation, the Architectural Committee shall make the 

decision and if the Architectural Committee approves the proposal send the same 

to the Board. In any event, the Architectural Committee shall include, with its 

recommendation and/or decision as the case may be, any explanation and/or 

proposed conditions it deems appropriate. 

d. The Architectural Committee is authorized by the Board to approve applications 

for single-family residences in the plat of Surfview. 

Consideration by the Board 

1. General: 

a. Within 60 days of receipt of the recommendation from the Architectural 

Committee, the Board shall consider the proposal. Generally, the request will be 

considered at a regularly scheduled meeting of the Board, but the Board may call 

a special meeting if it deems it appropriate to do so. 

2. Notice: 

a. At the time of application, the applicant must provide the business office of 

Surfside Homeowners Association with a copy of the relevant portion of the plat 

map for Surfside Estates or other areas subject to the Restrictive Covenants. The 

map must designate the subject property and graphically show all properties 

within Surfside Estates and other areas subject to the Restrictive Covenants that 

are within 300 feet of any property line of the subject property. At least 10 days 

prior to the hearing of the Board on the proposal, the office staff of Surfside 

Homeowners Association shall send a notice of the upcoming hearing, including 

the time, place and a brief description of the subject of the hearing, to each person 

or entity then shown in the Surfside Homeowners Association’s records as the 

owner or contact person for each of the lots in Surfside Estates and other areas 

subject to the Restrictive Covenants within 300 feet of any property line of the 

subject property. However, this notice is a courtesy notice, and neither the failure 

to provide this notice nor any deficiency in this notice or its timing will affect the 

jurisdiction of the Board to hold the hearing and decide the matter. 

3. Hearing: 

a. At the date and time specified in the Notice, the Board shall hold a hearing on the 

proposal. The Board will consider written and oral comments received from the 

applicant and from any property owners and/or resident within Surfside Estates 

and other areas subject to the Restrictive Covenants. People may appear and make 
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comments personally, or through representatives. The Board may limit the length 

of oral comments. The Board may continue the hearing as it deems appropriate. 

4. Decision: 

a. Following the hearing, either at that meeting or at a subsequent meeting, the 

Board shall deliberate and make a decision on the request using the criteria 

established in this Operating Procedure. The decision of the Board is the final 

decision for Surfside Homeowners Association on the matter. 

5. Criteria General: 

a. The Board shall use the criteria, as applicable, in Sections 5.6.1 through 5.6.5 

below in making a decision to grant the request, deny the request or grant the 

request with conditions. The Board shall issue its decision in writing, either by 

adopting minutes which reflect its decision or by issuing a separate written 

document.  

6. Variance Criteria: 

a. The Board may grant a variance request if it determines that all of the following 

criteria are met: 

b. That because of unusual circumstances related to the size, shape, topography, 

locations, surroundings or setting of the subject property the strict application of 

the Restrictive Covenants to the subject property will result in undue hardship to 

the property owner and/or unreasonable restriction on the development of that 

property. 

c. That granting the variance will not be materially detrimental or injurious to other 

properties or property owners in the area of the subject property. 

d. That granting the variance will not constitute a special privilege to the applicant 

or grant the applicant rights or privileges not enjoyed by other property owners in 

the area. 

e. That the variance requested is the minimum necessary to grant the property owner 

reasonable use of the property. 

f. See Board Policy – Surfside Service fees item #8 for variance fee 

7. Commercial Use Criteria: 

a. The Board may grant authorization to conduct a particular business or commercial 

use on a parcel where commercial use is allowed under the Restrictive Covenants 

if it determines that all of the following criteria are met: 

b. That the proposed business or use is permitted by the Restrictive Covenants. 

c. That either the proposed business or use will provide services and/or products to 

residents and property owners of Surfside Estates and/or other areas subject to the 

Restrictive Covenants or it will not have detrimental impacts on properties in the 

immediate area. 
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d. That the traffic, noise, odor, light and glare and other specific reasonably 

anticipated effects of the proposed business or use will not have unreasonable 

impacts upon other properties in the area of the subject property. 

8. Commercial Development Criteria: 

a. The Board may approve specific development standards for commercial uses and 

other uses where the Restrictive Covenants require Board approval including 

commercial signs, setbacks and height of commercial and multi-family structures) 

if it determines that all of the following criteria are met: 

b. That the size, scale, orientation and general appearance of the structure or sign, as 

the case may be, is compatible with its surroundings. 

c. That the size, locations, orientation and illumination of the structure or sign, as the 

case may be, will not unreasonably interfere with any residential use in the area. 

d. That the sign is not larger than is reasonably necessary for the use and is designed 

to be harmonious with its surroundings. 

9. Waiver of Minimum Square Footage Requirements Criteria: 

a. The Board may approve a waiver granted by the Architectural Committee to the 

minimum indoor living area square footage requirements for single-story 

residences based on the criteria contained in the Restrictive Covenants. 

10. Manufacturing Use Criteria: 

a. The Board may approve a proposal to permit a manufacturing use or activity on a 

parcel if it determines that all of the following criteria are met: 

b. That any reasonably anticipated impacts from the proposed use or activity 

(including, but not limited to, traffic, noise, light, glare, odor and vibration) will 

be no greater than what would be anticipated from single-family residential use 

or, if the Restrictive Covenants permit outright other use on the parcel, the impact 

that would be anticipated from that other use. 

c. That there will be no exterior indication of the manufacturing use or activity on 

the parcel that is visible from any property line of the parcel. 

d. That the proposed uses and activities will not involve or result in pollution of air, 

water or soil and will not involve the storage, production or use of any hazardous 

substance as defined by any federal, state or local law. 

11. Record Keeping: 

a. All applications and other related material for a Board decision, as well as the 

decision of the Board, shall be kept in the Architectural Committee files located in 

the Surfside business office. 

Special Situations and Requests: 

1. Plans for construction of unusual or questionable structures or development shall be 

taken up by the members present at a regular committee meeting,  

2. Property may be visited by the committee (no less than three members) before a 

decision is reached, 

3. All decisions made on these special requests shall be entered into the committee 

meeting minutes, and kept on file, 

4. The property owner requesting the decision of the committee shall be notified in 

writing of all findings. 
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5.  Enforcement of all Architectural Guidelines and related SURFSIDE Covenants shall 

be investigated and enforced.   
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OPERATING PROCEDURE # 105 

MEMBERSHIP REQUESTS
6
 

Members are encouraged to make requests of the Board of Trustees regarding improvements to 

Surfside properties, changes in existing or development of new Board policies, or other actions 

that will require Board approval. In order for these requests to receive a proper hearing and 

response the Board of Trustees of the Surfside Homeowners Association has adopted this policy. 

1. Member requests will be submitted to Surfside’s business manager on forms provided by 

Surfside. 

2. Surfside’s business manager will evaluate the request and within seven (7) days of 

receiving the request forward the request to the chairman of the appropriate committee 

for consideration. 

3. The chairman of the committee, at their discretion, will either call a special meeting of 

the committee or hold the request until the next scheduled meeting. The chairman of the 

committee will notify the business manager, within fourteen (14) days of receiving the 

request, the date and time of the committee meeting when the request will be considered.  

4. Surfside’s business manager will promptly inform the requesting member the date and 

time of the committee meeting that will address their request. 

5. At some point  during the committee meeting where the members request will be 

considered the chairman will: 

a. Announce that there is a members request to be considered and read the request to 

the committee.  

b. The chairman will request a motion and second to consider the request.  

c. If no motion or second to consider the request is obtain the request will be dead.  

d. If a motion and second is obtained the request will be discussed with participation 

from the requesting member if present.  

e. After discussion the committee chairman will consider motions: 

i. to approve the request and direct the committee Trustee to present the 

request at the next regular meeting of the Board of Trustees for their 

consideration, or  

ii. investigate the cost and/or feasibility of the request and report the findings 

to the committee at a future meeting(s) for action, or 

iii. declare the request unfeasible and end further action on the request. 

6. The chairman of the committee will accurately record discussion of and actions taken on 

the request in the minutes of the meeting and promptly submit those minutes to the 

business manager. 

                                                 
6
Adopted March 16, 2013 by Resolution 2013-03-01 
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7. If the requesting member is not satisfied with the decision of the committee assigned to 

consider their request they may request, in writing, the business manager place their 

request on the agenda of the next regularly scheduled meeting of the Board of Trustees. 

With approval of the President of the Board of Trustees, the business manager will place 

the request on the agenda for consideration at the next regular meeting of the Board of 

Trustees.  
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OPERATING PROCEDURE # 106 

PURCHASING, CONTRACTING, AND SURPLUS PROPERTY DISPENSATION 

POLICY 

SECTION 1 – PURPOSE 

This document establishes the policies and procedures for purchasing supplies and materials, 

contracting for services, and the dispensing of surplus items by Surfside Homeowners 

Association (SURFSIDE). The procedures set forth in subsequent sections of this manual are 

designed to assure SURFSIDE members, Board of Trustees, and staff that SURFSIDE is 

receiving maximum value for each dollar expended, and to enhance and assure fiscal 

responsibility in the procurement of goods and services and dispensing of surplus items. 

1. Mission 

a. SURFSIDE’s mission for contracting, purchasing, and property disposal includes: 

i. Applying administrative policies and procedures, thus assuring the legitimacy 

of the purchasing, contracting and dispensing of surplus, process. 

ii. Organizing a uniform procurement system to supply SURFSIDE operations 

with an unambiguous procedure for acquiring materials and services and 

dispensing surplus items. 

iii. Buying competitively and wisely to obtain maximum value for the member’s 

dollars spent. 

iv. Promoting advantageous vendor relations as well as reliable alternate sources 

of supply. 

v. Keeping inventory losses at a minimum. 

b. In procurements, SURFSIDE promotes competition, impartiality, conservation of 

funds, and fair and open operations done in a manner that ensures accountability, 

while seeking to realize the maximum value of every dollar. 

2. Purchasing Code of Ethics 

a. Give first consideration to the objectives and policies of SURFSIDE. 

b. Strive to obtain the maximum value for each dollar of expenditure.  

c. Decline personal gifts or gratuities. 

d. Grant all competitive suppliers equal consideration insofar as state statute and 

SURFSIDE policy permit.  

e. Conduct business with potential and current suppliers in an atmosphere of good faith, 

devoid of intentional misrepresentation.  

f. Demand honesty in sales representation whether offered through the medium of a 

verbal or written statement, an advertisement, or a sample of the product.  

g. Receive consent of originator of proprietary ideas and designs before using them for 

competitive purchasing purposes.  

h. Make every reasonable effort to negotiate an equitable and mutually agreeable 

settlement of any controversy with a supplier or contractor; and/or be willing to 

submit any major controversies to arbitration or other third party review, insofar as 

the established policies of SURFSIDE permit. 

i. Accord a prompt and courteous reception insofar as conditions permit to all who call 

on legitimate business missions. 
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j. Foster fair, ethical, and legal trade practices.  

k. Questions regarding ethics issues should be referred to SURFSIDE’s Business 

Manager. In the event the ethics of the Business Manager is in question the issue 

should be directed to the President of the Board of Trustees.  

3. Proper Authorization 

a. Only authorized employees or contract managers may obligate SURFSIDE in the 

acquisition of goods and services. Any employees or contract managers purchasing goods 

on behalf of SURFSIDE without proper authorization may be personally liable to the 

vendor and SURFSIDE, and subject to disciplinary action. 

b. Purchase orders commit SURFSIDE funds for the acquisition of goods or services. The 

Business Manager is authorized to issue purchase orders on behalf of SURFSIDE in 

accordance with this policy. The Business Manager may, at their discretion, delegate the 

issuing of purchase orders to staff. 

Monitoring And Compliance 

a. The Business Manager will enforce this policy. The Business Manager may delegate any 

of the duties outlined in the policy to SURFSIDE employees or contract managers with 

the exception of signing purchase orders.   

b. The Business Manager will assure that all SURFSIDE employees and contract managers 

are aware of penalties for intentional and willful violation of these policies and 

procedures. Ignorance of penalties for intentional and willful violation of these policies 

and procedures does not excuse employees and contract managers for non-compliance.   

SECTION 2. – PURCHASING GUIDELINE 

1. Determining the Cost of the Purchase 

a. Annual Cost – The anticipated annual need for a particular good or service should be 

used to determine the appropriate purchasing process. Projects and purchases shall not be 

split in order to avoid the required competitive bidding process. Closely related goods 

will be considered as one purchase on an annual basis when determining which 

purchasing process applies. 

b. Total Cost – The total cost of goods or services, including any applicable taxes and/or 

freight charges, shall be considered when determining which purchasing process applies. 

c. Total Quantity – Requirements for the total quantity of an item shall be considered 

together when determining which purchasing process applies. 

d. Items Used in Conjunction – If two or more items are designed or intended to be used in 

conjunction with each other, the total annual accumulated cost of all such items shall be 

considered together to determine which purchasing process applies, unless these 

components are not available from a single supplier. 

e. Purchase Requisition – The purchase requisition is the first step in the purchasing 

procedure. The requisition should be submitted to the Business Manager in a timely 

fashion to allow adequate time for review, price quotations if necessary, and the 

preparation of a purchase order. The length of time needed to obtain an item will depend 

upon the characteristics of the product or service sought, the number of alternative 

vendors or contractors, availability of the product, etc. A purchase requisition is an 
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internal instrument that communicates a department’s needs to the Business Manager. It 

is not to be conveyed to the vendor. 

SECTION 3 – MATERIALS, SUPPLIES & EQUIPMENT 

1. Purchases – Less Than $3,000 

a. Petty Cash – The purchase of small incidental items may be made using petty cash. 

SURFSIDE Business Manager will manage the petty cash account. 

b. Field Orders - $0 to $250 – SURFSIDE’s Department Managers may verbally authorize 

Field Orders so that SURFSIDE employees may make small purchases. Once purchase 

has been made SURFSIDE employees will turn in receipts, pick tickets, shipping 

documents, or bills of lading to the Financial Administrator. Include written description 

of project or purpose of purchase. 

c. Purchases – $251 to $3,000 – For purchases over $251 and less than $3,000 the Business 

Manager will determine that the lowest practical price for the purchase has been obtained 

before a purchase order is issued. The Business Manager will issue all purchase orders 

over $251 and less than $3,000. A copy of the purchase order will be returned to the 

requesting employee. Once the goods or services are received, the employee will verify 

the order is complete, attach the packing slip to the copy of the purchase order, and return 

the paperwork to the Financial Administrator for payment processing. If a partial order is 

received, note on the packing slip that there are backorders, write the purchase order 

number on it, and forward it to Financial Administrator. Attach the copy of the purchase 

order only when the order is complete, prices are as quoted, and final payment is 

approved. 

In response to receipt of a purchase requisition the Business Manager will use his/her 

discretion to determine the appropriateness of the request and their knowledge of 

supplies, vendors, costs, and the market to determine if the issuance of a purchase order is 

appropriate. The Business Manager will see that goods and services are obtained as 

economically as possible, even if the procurement is small. 

2. Vendor List Purchases - $3,001 to $10,000 

a. At least once a year, SURFSIDE will publish, in the local newspaper, notice of the 

existence of a roster of vendors for materials, supplies, and equipment, and shall solicit 

names of vendors for the roster. Vendors from out of the area may also be solicited 

individually for addition to vendor list  

b. SURFSIDE  will use the following process to obtain telephone and/or written quotations 

from vendors for the purchase of materials, supplies, or equipment: 

i. The Business Manager, requesting employee or consultant shall prepare a 

written description of the specific materials, supplies, or equipment to be 

purchased, including the number, quantity, quality, and type desired, the 

proposed delivery date, and any other significant terms of purchase on a 

purchase requisition. 

ii. The Business Manager, requesting employee or consultant will make a good 

faith effort to contact at least three (3) of the vendors on the roster to obtain 

telephone or written quotations for the required materials, supplies, or 

equipment. If there are not three vendors on the roster that can provide 
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responsive quotes the Business Manager or requesting employee will seek 

quotes from vendors not on the roster. 

iii. The quotations from one vendor shall not be shared with other vendors solicited 

for the quote on the materials, supplies, or equipment. 

iv. A written record shall be made of each vendor's quote on the material, supplies, 

or equipment, and of any conditions imposed on the quote by such vendor. 

v. Requesting employees shall present all quotations and a recommendation for 

award of the purchase to the Business Manager or their designee. 

vi. The Board of Trustees will approve and award all requisitions between $3,001 

and $10,000 by motion at any regular or special meeting. 

vii. Once an award has been made the Business Manager will issue a purchase 

order. A copy of the purchase order will be returned to the requesting employee 

or contract manager. Once the goods or services are received, the receiving 

employee or contract manager will verify that the order is complete, attach the 

packing slip to the copy of the purchase order and return it to the Financial 

Administrator for payment processing. If a partial order is received, write the 

purchase order number on it, and forward it to the Business Manager. Attach the 

copy of the purchase order only when the order is complete and final payment is 

approved.  

3. Invitation to Bid - $10,001 or more 

a. For purchases expected to exceed $10,001 the Business Manager, requesting employee or 

consultant shall prepare a clear and concise written specification and invitation to bid for 

advertisement. Such specifications should not contain features that unduly restrict 

competition. When it is impractical or uneconomical to make a clear and accurate 

description of the technical requirements, a "brand name or equal" specification may be 

used. SURFSIDE has no obligation to accept proposed substitutions or engage outside 

consultants or experts to evaluate proposed substitutions. Acceptance of a substitute 

product proposed as an “equal” to that specified will be made in writing and other bidders 

will be notified. 

b. At least one Notice of The Call for Bids shall be published in a newspaper of business 

circulation a minimum of thirteen (13) days prior to bid opening. Other methods may be 

used to attract potential bidders in addition to, but not in place of, publication in the 

newspaper. For example, notices may be placed on the SURFSIDE’s website, advertised 

in trade papers or magazines, or presented to targeted vendors. 

c. Sealed bids will be submitted to the Business Manager at the location specified in the 

invitation or call for bids. At the appointed time all bids will be opened and read aloud in 

the presence of the bidders or their representatives. 

d. The Board of Trustees will make all sealed bid awards at a regular or special meeting by 

resolution. Once an award is made the Business Manager will execute a contract and 

issue a purchase order to the successful bidder. All contracts shall be reviewed and 

approved by SURFSIDE’s attorney. Such purchase orders will be signed by the Business 

Manager and reference awarding resolution of the Board of Trustees by number. 

e. Once the goods or services are received, the requesting employee or contract manager 

will verify the order is complete, attach the packing slip to the copy of the purchase order, 

and return the paperwork to the Financial Administrator for payment processing. 

4. Rejection of Bids 
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SURFSIDE reserves the right to reject any bid not in substantial compliance with the bid 

documents (non-responsive) or all prescribed public bidding procedures and requirements, and 

may reject for good cause any or all bids upon a finding of SURFSIDE that it is in the members’ 

interest to do so. 

5. Open Purchase Order 

Open purchase orders may be established when there will be a sufficient number of small 

purchases from a single supplier to complete a single project. Open purchase orders will be based 

on prices obtained through the bid process described in Section 3 of this policy.  

6. Local Business Open Accounts 

SURFSIDE has established open accounts at certain local businesses.  Purchases on these 

accounts may be made by authorized employees and contract managers. All purchases on these 

accounts will be conducted in accordance with the policies and procedures in Section 3 – 

Materials, Supplies & Equipment. 

SECTION 4 – PUBLIC WORKS 

1. Limited Public Works Projects Under $3,001 

a. If a work, construction, alteration, repair or improvement project is estimated to cost less 

than three thousand one dollars ($3,001), the Business Manager may solicit a quote from 

three qualified contractors, preferably on the small works roster.  

b. Award – The contract shall be awarded by the Business Manager to the lowest responsive 

and responsible bidder.  

2. Small Public Works Process $3,001 - $35,000 

a. If a work, construction, alteration, repair, or improvement project is estimated to cost 

more than three thousand one dollars ($3,001) and less than thirty-five thousand dollars 

($35,000), the Business Manager or their designee will prepare a Scope of Work and an 

estimated cost of the project. The Scope of Work and a request for proposal (RFP) will be 

sent to all contractors listed in the appropriate small works roster and any invited 

contractors who may provide a competitive bid though not listed in the small works 

rooster. The RFP will provide the time and place of bid opening and a contact person for 

questions about the proposal. When practical an onsite pre-bid meeting will be held with 

all contractors. The Business Manager shall present all bids, and recommendation for 

award of the contract to the lowest responsive and responsible bidder, to the Board of 

Trustees.  

b. Award – Contracts $3,001 to $35,000 shall be awarded by the Board of Trustees at any 

regular or special meeting by resolution. Awards will be made to the lowest responsive 

and responsible bidder whose bid meets the requirements and criteria set forth in the 

invitation for bids.   

3. Public Works Process Greater than $35,001 

a. If a work, construction, alteration, repair, or improvement project is estimated to cost 

more than thirty-five thousand one dollars ($35,001) the Board of Trustees shall direct 

the Business Manager to contract with an engineer or architect to prepare a scope of work 

and a request for proposal (RFP)  for advertisement. The Scope of Work and the RFP will 

be sent to all contractors listed in the appropriate small works roster and any invited 
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contractors who may provide a competitive bid though not listed in the small works 

roster. The RFP will provide the time and place of bid opening and a contact person for 

questions about the proposal. When practical an onsite pre-bid meeting will be held with 

all contractors. The Business Manager shall present all bids, and the engineer or architect 

recommendations for award of the contract to the lowest responsive and responsible 

bidder, to the Board of Trustees. 

b. Award – Contracts thirty five thousand and one dollar ($35,001) shall be awarded by the 

board of Trustees at any regular or special meeting by resolution. Awards will be made 

based on the engineer or architect recommendations to the lowest responsive and 

responsible bidder.   

4. Rejection of Bids 

SURFSIDE reserves the right to reject any bid not in substantial compliance with the bid 

documents or all prescribed public bidding procedures and requirements, and may reject any or 

all bids upon a finding of SURFSIDE that it is in the members interest to do so. 

SECTION 5 – EXEMPTIONS 

1. Sole Source or Proprietary Procurements 

a. Occasions may arise when competition among potential vendors is not possible for a 

particular procurement. These situations may occur: 

b. When there is clearly and legitimately
 
only one source capable of supplying the subject 

matter in a timely fashion; 

i. when there are special facilities or market conditions that result in only one 

source; 

ii. in the event of emergencies; and 

iii. when there is only one source capable of supplying the products in a timely 

fashion and seeking competitive prices would be impractical. 

c. Purchases may be made directly from a sole source vendor without soliciting other bids 

or quotes. 

d. In the event the material, equipment, supplies, or services are available from only one 

supplier the Business Manager will provide written documentation demonstrating the 

appropriateness of requesting a sole source procurement be approved by the Board of 

Trustees. The Board of Trustees may declare a vendors product or service a sole source at 

any regular or special meeting. 

2. Emergencies 

a. Competitive bidding is not required when the President of the Board of Trustees declares 

an emergency exists; however, in making emergency purchases, an effort will be made to 

include the level of competition that is practical under the circumstances. 

b. The Business Manager is authorized to make emergency purchases upon a notification by 

the President of the Board of Trustees of the existence of an emergency. Such 

emergencies may include but are not limited to: 

i. any condition where an emanate loss of property, or  circumstances where 

water service is interrupted or is about to be interrupted; or 

ii. situations where SURFSIDE may suffer a substantial loss by reason of the 

time required for following the regular purchasing procedures.  
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c. If an emergency exists and the President of the Board of Trustees is available, the 

Business Manager is authorized to act and will, as soon as is reasonable after the 

emergency is resolved, seek authorization from the President of the Board of Trustees that 

will: 

i. declare an emergency situation exists/existed; 

ii. waive competitive bidding requirements; and 

iii. award, on behalf of SURFSIDE, contracts necessary to address the emergency 

situation (including, but not limited to, engineering services). 

SECTION 6 – PROTESTS 

Vendors may appeal or protest a proposal solicitation or award of contract issued by SURFSIDE, 

provided that the vendor strictly follows the procedures described below. 

Prior to the deadline for submitting bids or proposals, vendors may appeal or protest 

specifications, terms, or requirements.  After the deadline for submission of bids or proposals, 

vendors may appeal or protest the award or pending award to the apparent low bidder or the 

selection of the apparently most advantageous proposal. 

1. Procedures for Initial Appeal or Protest 

a. The appeal or protest shall: 

i. Be in writing; and 

ii. Explicitly identify itself as an appeal or protest; and 

iii. Explicitly identify the bid/project/request being appealed or protested; and 

iv. Explicitly state all reasons and basis in law and fact supporting the appeal or 

protest, including, but not limited to, identification of any and all 

specifications, terms, requirements, or conditions to which the vendor objects; 

and 

v. Include any and all supporting documents; and 

vi. Be filed with the Business Manager. 

2. Deadline for Filing Initial Appeal or Protest 

If a vendor appeals or protests a purchase specification, term, condition, or requirement, any and 

all appeals and protests shall be filed with the Business Manager no later than seven (7) calendar 

days prior to the deadline for submission of bids or proposals. If the vendor appeals or protests 

an award or pending award, the appeal or protest shall be filed with the Business Manager no 

later than five (5) business days after the bidder is awarded the contract or a vendor’s proposal is 

selected as most advantageous to SURFSIDE. In no event will appeals or protests be heard or 

considered if these deadlines are not met. SURFSIDE reserves the right to proceed with the 

purchase or contract without notice to the appellant or protestor, including execution of contracts, 

notwithstanding the pendency of any appeal or protest. 

3. Consideration of Initial Appeal or Protest 

A vendor’s initial appeal or protest will be reviewed by the Board of Trustees, SURFSIDE’s 

attorney, or their designees. The initial appeal or protest will be decided based upon the written 

appeal or protest, supporting documents, and other information obtained by those reviewing the 

appeal or protest. A meeting or conference with the appellant or protestor will occur only if the 



 

Revised 8/15/2015  Page 118 of 120 

Board of Trustees determines that a meeting or conference with the appellant or protestor would 

materially assist SURFSIDE in making its decision. Only those issues raised by the appellant or 

protestor in its initial written appeal or protest filed with the Business Manager will be 

considered.  The Board of Trustees, SURFSIDE’s attorney, or a designee will issue a written 

decision no later than fifteen (15) business days after the filing of the initial appeal or protest 

with the Business Manager. The Board of Trustees may exercise discretion to extend the time for 

decision if more time is needed. The decision made by the Board of Trustees will be final. 

SECTION 7 – PROFESSIONAL AND PERSONAL SERVICES 

Professional or personal services are those services involving specialized skill, education, and 

special knowledge.  These services include, but are not limited to, architectural, engineering, 

design services, accounting, art, bond brokerage, insurance brokerage, legal, real estate appraisal, 

relocation assistance, title abstracts, surveying, soils analysis, and core testing. 

A competitive process is not required for professional or personal services, other than 

professional engineering or architectural services for the design of SURFSIDE improvements. 

Procurement and administration of such contracts is the responsibility of the Business Manager.  

SURFSIDE’s President of the Board of Trustees will sign all professional or personal service 

contracts upon approval of the Board of Trustees. The Board of Trustees will approve all 

professional or personal service contracts by resolution at any regular or special meeting. 

SURFSIDE’s attorney shall review all professional or personal service contracts. 

1. Architectural, Engineering and Design Services 

Professional engineering or architectural services should be selected either from a pre-qualified 

list or by advertising a request for qualifications for the specific project. The pre- qualified list is 

maintained by the Business Manager. 

2. Advertisement 

a. Professional engineering or architectural services requirements should be published in 

advance in the local newspaper and in any other media reasonably likely to attract 

sufficient numbers of potential service providers. The announcement should state 

concisely the Business scope and nature of the project or work requiring the services, and 

the address of a SURFSIDE representative who can provide further details. 

b. Announcements should occur either by: (a) advertising an announcement for a specific 

project on each occasion when professional engineering or architectural services are 

required; or (b) advertising a Business announcement for SURFSIDE’s projected 

requirements for any category or type of engineering or architectural services.  

c. SURFSIDE encourages architectural and engineering firms to submit a statement of 

qualifications and performance data annually. When services are needed, SURFSIDE 

will evaluate current statements of qualifications and performance data on file with 

SURFSIDE, together with those that may be submitted by other firms regarding the 

proposed project. 

3. Contract Negotiations 

a. Discussions will be conducted with one or more firms regarding anticipated concepts and 

the relative utility of alternative methods of furnishing the required services.  Using 
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criteria established by SURFSIDE for the project, category, or type of services needed, a 

professional/personal services contractor will be selected that is deemed to be the most 

highly qualified to provide the services required for the proposed project. 

b. SURFSIDE will negotiate a contract with the most qualified firm at a price that 

SURFSIDE determines is fair and reasonable.  In making its determination, SURFSIDE 

will take into account the estimated value of the services to be rendered as well as the 

scope, complexity, and professional nature of the services to be provided.  If SURFSIDE 

is unable to negotiate a satisfactory contract with the firm selected at a price that is 

determined to be fair and reasonable, negotiations with that firm will be terminated in 

writing.  Another firm will then be selected and the process continued until an agreement 

is reached or the process is terminated. 

SECTION 8 – SURPLUS 

The Board of Trustees may authorize the sale of property belonging to SURFSIDE if it 

determines that the property is not and will not be needed and gives notice of intention to sell as 

provided in this section. Property with a value of less than five hundred dollars ($500.00) may be 

sold by public or private sale without notice and at the discretion of the Business Manager. All 

sales of property with a value of five hundred and one dollars ($501.00) or more in value shall be 

sold by public sale. 

1. Scrap Sales – Scrap may be sold by private sale at prices established by current market 

conditions. Scrap is any equipment or material that cannot serve its original purpose.  

2. Trade-ins – Trade-ins of old equipment to upgrade equipment of the same or reasonably 

related kind are permitted when it is in the best interest of SURFSIDE. The Business Manger 

shall be responsible for the sale, trade, or other disposition of surplus property and scrap 

belonging to SURFSIDE.  

Public Notice – The notice of intent to sell surplus property at a public sale shall be 

published once a week for two (2) consecutive weeks in the Chinook Observer, Daily 

Astorian, or industry related publications prior to the sale. The notice shall state the time and 

place of the sale
7
. 

  

                                                 
7
 Adopted April 20, 2013 by Resolution 2013-04-01 
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