History of Policy Manual Adoptions and Modifications

11/10/03
Adopted: 

Statement Of Purpose. Section 1. Adopt-A-Highway;   Subsection 2.8. Boat Slip Rules;   Section 4, Directory/Archive;   Section 5. Finance;   Section 7. Newsletter;  Section 8. Nominating;  Section 10. Social Activities;   Section 11.Welcome  
12/08/03
Adopted:

Section 6. Landscape;   Section 9.  Pool/Clubhouse;   Subsection 9.9 Pool and Clubhouse Rules;  Subsection 9.10 Guest and Party Rules;  9.11 Pool and Clubhouse Reservation Agreement

1/28/03
Adopted:

General Procedures;  Section 2. Boat Slip;  Section 3.  Covenants and all Subsections of Covenants (3.4, 3.5, 3.5a, 3.6, 3.6a, 3.7)

This completed all sections and subsections of the initial policy manual.

3/18/04
Modification:

Section 5. Finance modified to include 5.51 (Procedure for Reserves Review) and 5.52 (Reserve Data Input Form)

4/07/04
Modifications:

General Procedures statement #5 modified to note that the Board must approve all proposed contracts before negotiations begin, approve all final contracts and stipulates the President must sign all “written instruments” as stated in the Bylaws.

Pool/Clubhouse 9.2.1 modified to clarify that the boat slip owners’ responsibility for the path surface begins at the bridge.

5/05/04
Modifications:

Boat Slip 2.2 modified to clarify that the boat slip owners’ responsibility for the path surface begins at the bridge; all pathway electrical power is the responsibility of the boat slip owners.

Finance 5.52 (Reserve Data Input Form) pages on Marina Assets (page 2) and Cabana Assets (page 4) modified to clarify that the boat slip owners’ responsibility for the path surface begins at the bridge; all pathway electrical power is the responsibility of the boat slip owners.

Landscape 6.2 modified to clarify that the boat slip owners’ responsibility for the path surface begins at the bridge; all pathway electrical power is the responsibility of the boat slip owners; all association exterior lighting placed under care of landscape committee.

9/01/2004
Modification:  Subsection 5.51, Action steps non-marina 1 (e), marina 1 (c), and Note modified to clarify that the boat slip owners’ responsibility for the path surface begins at the bridge; all pathway electrical power is the responsibility of the boat slip owners.


Modification:  General Procedures modified to include Filing a lien as item #6.  Former #6 (Modifications) renumbered as #7.  Two subsections added to General Procedures:  Gen Procedures 6.1  Procedure for Filing a Lien and Gen Procedures 6.2 Lien Form.

3/08/2005
Modification:  General Procedures modified to include Under Spent Budget Funds as item #8.

10/06/2005
Modification:    Section 5. Finance modified to include 5.81 (Transactional Audit Methodology).  This action fulfills the policy manual’s requirement for development of this procedure as stated in Finance, 5.8.

2/17/2007
Modification:   Section 7. Newsletter 7.9  and 7.12 modified to reflect current layout and hard copy delivery practices.

4/25/2007
Modification:  Covenants Sections 3.4 and 3.5a modified to reflect a change in how covenant complaints are submitted to the Covenants Committee and then handled by that committee.

6/13/2007
Adopted:


Section:  General Procedures 0


This section directs the Covenants Committee to assist with the modification, dissemination, and storage of the EPOA Policy Manual and its change log.


Modification: Section 7


This section, formerly called the Newsletter Committee, is now called the Communications Committee and covers the newsletter, the EPOA web site, and official email communications to Lot Owners.

9/12/2007
Modification:  Section 8, Nominating Committee


The purpose of this section was changed to direct this committee to manage the electoral process for the Board of Directors.  Form 8.21a (Nomination Form) was added to make it easier for lot owners to nominate themselves or other lot owners.  Form 8.22a (Proxy Voting form) was added to simplify the proxy voting.

                        Modification:  Section 4, Archive Committee

                        This section, formerly called the Directory/Archive Committee, is now called the Archive Committee.  The directory section was moved into Section 7, the Communications Committee.

                        Modification:  Section 7, Communications Committee

                        The directory part was taken out of Section 4 and placed in Section 7. 

10-23-07  
Modification:  Section 7, Communications Committee

 
Subsection 7.128 was changed in order to delete a specific name doing a specific task and instead making it a generic identity.  

2/06/08
Modification: Section 6, Landscape Committee


6.3 was changed to allow EPOA to hire sole proprietor contractors with no full time employees provided said contractors show proof of one million dollars in Liability Insurance coverage.

5/07/08
Modification: Section 11, Welcome Committee


Subsection 11.42 was added to allow the Welcome Committee to express sympathy for a deceased resident of Emerald Pointe.

2/14/09            Modification: Section 5, Financial Committee

                        Subsection 5.8 was changed to allow the annual audit to be done in June instead of prior to the annual meeting as March is a very busy season for the accountant. 
4/28/09            New Section:  Section 12, Community Relations Committee

                        Added to keep abreast of events around the community which may have an impact on EPOA.  

11/12/09          Modification:  Section 7, Communication Committee

                        Subsection 7.4.1 was added to clarify which mass e-mailings will be acceptable. 

01/09/10          Modification:  General Procedures, Section 9 was added to clarify how Board meetings notes should be taken and dispersed.  

04/17/10
Modification:  General Procedures, Section 10 was added to govern non-board members speaking at Board meetings under the new Open Meetings Bylaw  (Section 7, Article V) adopted at the 4/17/2010 annual meeting.
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	Emerald Pointe Owners Association

Policy Manual

	Statement of Purpose

	Issue date: Board approved 11/10/03
	Preparer:  Board


Pursuant to the Bylaws Article VI (Powers and Duties of the Board of Directors), sections (i) and (j), and Article VIII (Committees), the EPOA Board has created this Policy Manual for the purpose of informing members of guidelines, rules, and regulations regarding Emerald Pointe matters.  

It is the Board’s desire that the material contained in this document will provide useful job descriptions for chairs and members of the association’s committees.

	Emerald Pointe Owners Association

	Section: General Procedures 0
	Subject:  Policies

	Issue Date:  Board approved 6/13/07
	Preparer:  Covenants Committee


0.1
Purpose:  The documents entitled Declaration of Covenants, Conditions, and Restrictions and Bylaws of Emerald Pointe Owners Association, Inc. provide the legal structure for the Emerald Pointe Owners Association.  While these documents dictate many specifics, often their contents are purposefully general allowing the EPOA Board to identify and implement detailed procedures.  One way in which the EPOA Board does this is with the EPOA Policy Manual, a document that informs members of guidelines, regulations, job descriptions for committee chairs, and action steps to be followed for implementation of procedures.  Because EPOA has a frequent rotation of personnel in its committees and in order to provide for continuity of operations, it is necessary to document the processes and responsibilities of each group and of the general procedures in use by the association in the EPOA Policy Manual.
0.2
Responsibilities:  Each committee chair is responsible for defining the process of his/her group in such detail that continuity of the process is assured.  As most of the material in the EPOA Policy Manual is based on the Covenants and/or Bylaws, it is logical that the Covenants Committee be responsible for overseeing the development of these policies. 

0.3
Initiation:  The committee responsible for a process will develop written guidelines for that process.  These guidelines should explain the purpose of the process (why it should be done routinely), and give detailed action steps for completing the process.  These guidelines should be of sufficient detail that a person could complete the function without any direct contact with a committee member, but solely based on the instructions in the policy.

0.4
Formatting:  When the policy has been completely defined, it will be submitted to the Covenants Committee to validate the process and convert the documentation to the standard format for inclusion in the Policy Manual.  It is not the mission of the Covenants Committee to evaluate how the process is completed.  They will make sure that the procedure does not violate the Bylaws of EPOA, that the prescribed process does not conflict with other policies in the manual, and that the presentation is in the same format as other policies to facilitate understanding.

0.4.1
Interaction:  During the review and formatting by the Covenants Committee, there will likely be questions and suggestions from the Covenants Committee to the submitting committee.  Completion of the final version of the new/revised is expected to be a joint effort between the Covenants Committee and the submitting group.  This effort is expected to be a shared responsibility. 

0.5
Support: Once a policy is defined to the satisfaction of the Covenants Committee and the specific committee, the policy will be submitted to the committee liaison. The liaison will be solely responsible for proposing the new or revised policy to the Emerald Pointe Board Directors.  Both the submitting committee and the Covenants Committee will be expected to provide whatever level of support the committee liaison may feel required for the submission to the EPOA Board. 
0.6
Approval:  The Emerald Pointe Owners Association Board of Directors will review the submitted policy and determine if it should be adopted.  If adopted, it will be returned to the Covenants Committee as approved.  If not, it will be returned to the submitting committee and the Covenants Committee with comments on the reason for rejection.  If it is rejected, the submitters have two options: 1) revise and resubmit starting with step 0.4, or 2) notify the Covenants Committee that the policy is being withdrawn from consideration.
0.7
Distribution and Archiving:  Once the Policy is approved and so reported to the Covenants Committee, the Covenants Committee will distribute copies to all Board members and also the appropriate committee chairs. The Covenants Committee will also update the change log, update the policy master, and submit the revised copy to the archives.  The policy master shall be kept electronically by the Secretary of the Board.
	Emerald Pointe Owners Association

Policy Manual


	General Procedures

	          Issue date:  4/17/10
	Preparer:  Board of Directors


1.
Committees:  Except for the Nominating Committee, which is controlled by Article IV, section 3 and Article VIII of the Bylaws, all committees and the members of all committees serve at the pleasure of the Board.  The Board may add and remove members of committees with or without cause.  Furthermore, the Board may, if it so chooses, appoint the Chair of any committee unless stated otherwise in this manual.  

2.
Annual Budget Request:  Committee Chairs will submit an annual budget request indicating proposed committee expenses to the EPOA Treasurer upon request.   Currently, this request date is September 1.  This budget request should reflect both operating expense needs and long term reserve items.

3.  
Large Expenses:  Committee Chairs shall alert the Board or the liaison in advance of anticipated future large expenses and approximate cost.  

4.
Approved contract billing may be sent directly to the Treasurer.  A Committee Chair must approve any extra charges.  

5.
Contracts:  The Board must approve all proposed contracts before negotiations begin.  After negotiations the Board must approve all final contracts.  After Board approval, Bylaw Article VII, Section 9 (a) stipulates all “written instruments” (i.e. contracts) must be signed by the President.

6.
Filing a lien:  Under circumstances involving nonpayment of fees or assessments, the Board will direct a Board member to file a lien upon a lot.  See subsection Gen Procedures 6.1 Procedure for Filing a Lien .   
7.
Modifications:  Any requested modifications of the procedures contained in this manual shall be given to the appropriate liaison for Board consideration.

8.
Under Spent Budget Funds:  It shall be policy to deposit current year plus past years under spent budget funds in the operating reserve budget to (potentially) defray future operating budget fees.

9.      Release of Board Minutes:    In addition to Article IV, Section 4 of the DECLARATION OF COVENANTS, CONDITIONS AND RESTRICTIONS that requires the Association to make all records available for inspection by Lot Owners, official Board minutes shall be e-mailed, within a reasonable amount of time after any meeting, to those Lot Owners providing an e-mail address. 

9.1
The minutes should not reflect, and those outside the Board should not be privy to, the content of individual Board member’s comments and deliberations leading up to the official Board actions reflected in the minutes. Only decisions and/or conclusions should be recorded. Minutes shall not divulge confidential information.

9.2
Guidelines for Taking Minutes

9.2.1   Meeting minutes are for future and outside readers as much as they
           are for the people present.  Make sure whatever is recorded will be
           clear to those not present. 

9.2.2   Record the name of the Organization, Month, Day, Year, Time, 
           Location, and those Board members in attendance. Also record
           other Lot Owners present. 

9.2.3   Details do not belong in meeting minutes. Write down any motions
           and decisions made and the key findings of any committee reports.

9.2.4   Make a note of issues that were tabled until future meetings; this 
           will serve as an important reminder to the Board of things that still 
           need be done. This will ensure that Lot Owners have ample 
           opportunity to review and comment before any Board vote. 

9.2.5
Minutes shall be signed by the person taking them.

                        9.2.6
Minutes from a board meeting are more than mere notes, and must     

                                    be kept with the highest possible degree of accuracy.

10.
Speaking at Board Meetings: Rules Governing Non-board Members:  Bylaw Article V (meetings of Directors), Section 7(b) authorizes the Board to adopt reasonable rules governing the frequency and duration of Lot Owners comments at Board meetings.

10.1
Lot Owner Comment Session:  At each regularly scheduled Board meeting there will be a Lot Owner Comment Session which is limited to fifteen (15) minutes with five (5) minutes allocated per person.  Comments MUST be related to matters concerning the Emerald Pointe Owners Association.    

10.2
Allocated Time:  Allotted times will be filled on a first-come, first-served basis. 

10.3
Notifying the Board of Intent to Speak:  Any Lot Owner wishing to speak during the Lot Owner Comment Session should contact both the Board President and Board Secretary 24 hours before the meeting or sign up prior to the meeting on the Request to Speak sheet provided at the Board meeting location.                                       

10.4
Personal Criticism Restriction:  This time may not be used to personally criticize another Lot Owner.  

10.5
Order of Lot Owner Comments:  The presiding Board member conducting the meeting shall designate when the Lot Owner Comment Session will take place.  A Lot Owner should be allowed to address an issue before the Board makes a final decision.

Index of Subsections

Gen Procedures 6.1:  Procedure for Filing a Lien

Gen Procedures 6.2:  Lien Form

	Emerald Pointe Owners Association

	Subsection: Gen Procedures 6.1
	Title:  Procedure for Filing a Lien

	Issue Date:  Board approved 9/1/2004
	Preparer:  Board of Directors


Purpose:  This procedure outlines the process for filing a lien upon a lot.  The procedure is authorized in the Declaration of Covenants, Conditions and Restrictions, Article V, Section 1, Article VI, Section 1, and Article VII, Section 2 and in the Bylaws of Emerald Pointe Owners Association, INC, Article VI, Section 2 (3).  A pertinent part of the Bylaw is reprinted here.

BYLAWS ARTICLE VI, Section 2 (3)

It shall be the duty of the Board of Directors to:

Foreclose the lien against any property for which assessments are not paid within thirty 30 days after due date or to bring an action at law against the owner personally obligated to pay the same;
Action Steps:
1.
Upon request of the Treasurer, or on its own accord, the Board will direct a Board member to file a lien upon a lot because of non-payment of fees or assessments.  The Treasurer is the likely Board member for this job.

2.
The Board member will fill out the Lien Form (Gen Procedures 6.2).  The form is on the archive computer disk in PDF format (Adobe Reader) and it is also in Word format on the master copy of the Policy Manual.  If using the PDF format, the form must be copied into a word processing format (e.g. Word or Word Perfect).  It is easier to start with the Word formatted copy of the lien form.

3.
All red lettering on the form must be removed and replaced by the indicated information in black.  To convert the writing to all black (in Word), go to the toolbar at the top and click on Edit and then Select All from the drop down menu.  Then click Format (top toolbar) and Font (drop down menu).  Under Font color select automatic (or black).  Click OK.

4.
The Board member will take the form and a check for $10 (as of this writing) payable to the Oconee County Register of Deeds to the clerk at the Register of Deeds office in the Oconee County Administration Building on Pine Street in Walhalla.

5.
Each time the outstanding balance of the offending lot owner increases through more nonpayment of fees or assessments, a new lien must be filed.

6. 
Filing a lien does not prevent the Board from other legal actions (e.g. filing suit in small claims court).

( Lien  form: EPOA Gen Procedures 6.2)

STATE OF SOUTH CAROLINA




LIEN IN THE MATTER OF









STATEMENT OF









ASSESSMENT DUE

COUNTY OF OCONEE





EMERALD POINTE OWNERS’










ASSOCIATION, INC

Debtor:


John Doe

Address of Debtor:
Street address where property owner resides




City, State, Zip code
Account Number:

Emerald Pointe Lot Number

Creditor:

Emerald Pointe Owners’ Association, Inc.




P.O. Box 2141




Seneca, SC 29679

Basis of Claim:

Association Assessments pursuant to the Declaration of Protective Covenants




Filed with the records of Oconee County, Book 0739 Page 219 on July 27, 1993.

Amount of Claim:
$ amount of unpaid fees

Date of Claim: date unpaid fees accrued




Including filing fees

The undersigned Treasurer of the Emerald Pointe Owners’ Association, Inc. hereby certifies that the aforementioned claim is a valid claim as set forth on the books of said corporation

Dated this date document is to be notarized

Signed, Sealed, and Delivered

EMERALD POINTE OWNERS’ ASSOCIATION, Inc.

In the Presence of:

________________________


By:________________________________

Witness





      Title of Emerald Pointe Board Member filing lien

________________________

Notary

STATE OF SOUTH CAROLINA

)

COUNTY OF OCONEE


)

PROBATE

PERSONALLY APPEARED the undersigned Witness, who being duly sworn says that (s)he saw the within named Board member of the Emerald Pointe Owners’ Association, Inc. sign, seal, and as its act and deed deliver the within written instrument for the uses and purposes therein mentioned and that the Deponent, together with the second witness above subscribed, witnessed the execution thereof.

Sworn to before me this day



___________________________________

Day of  Month, Year




Notary

Notary Public of South Carolina



___________________________________

My Commission Expires ___________


Witness

_____________________________


___________________________________

Notary






Witness
	Emerald Pointe Owners Association

	Section: 1
	Title:  Adopt-A-Highway Committee 

	Issue Date:  Board approved 11/10/2003
	Preparer:  Adopt-A-Highway Committee


1.1      
Goal:
The goal of this committee is to provide periodic clean up for the section of road assigned to Emerald Pointe by the South Carolina Department of Transportation (SCDOT).  Currently, that section of road is highway 188 from the intersection of 188 and 28 to the first bridge (called McMahan Bridge).

1.2
Responsibilities:  The committee shall be responsible for the effective implementation of the SCDOT’s Adopt-A-Highway rules, regulations, and procedures.  The Chair should be familiar with the SCDOT form entitled 


“Responsibilities of the Adopting Groups and Group Leaders” which details the job description for this activity.

1.3
Cooperation:
The committee is expected to cooperate and coordinate with agencies participating in the program under the auspices and on behalf of the SCDOT such as the Oconee Office of the State Highway Department and the Keep Oconee Beautiful Association.

1.4
SCDOT Guidelines:
SCDOT rules, regulations, and procedures for the Adopt-A-Highway program can be found on the SCDOT’s web site or by calling the Oconee Office of the State Highway Department.

1.5 Hold Harmless Agreement:  SCDOT requires all lot owners participating in clean    up activities to sign a hold harmless agreement.  That agreement form is kept by the committee Chair and should be brought to all clean up sessions so that new persons can sign before helping with the clean up.  

1.6
Contract and Evaluation:  All South Carolina Adopt-A-Highway participants must sign a two-year contract with SCDOT.  There are evaluation forms to be submitted to SCDOT under the terms of this contract that enables SCDOT to determine if we are fulfilling our responsibilities.  We must pick up trash at least three times per year.

	Emerald Pointe Owners Association

	Section: 2
	Title:  Boat Slip Committee 

	Issue Date:  05/05/2004
	Preparer:  Boat Slip Committee


2.1
Goal:  The goal, for the benefit of the boat slip owners, is to maintain the common dock facility in good, safe, and usable condition, to take appropriate actions to preserve and extend its life, and to maintain conformance to all pertinent regulations and requirements.

2.2
Responsibilities:  The Boat Slip Committee is responsible for the maintenance of boat slips and monitoring the compliance of the boat slip rules.  The committee has the financial responsibility for the boat slip pathway (starting at the bridge) and the path electrical power.  Note: While the boat slip pathway (starting at the bridge) and pathway electrical power are the financial responsibility of the boat slip owners, the maintenance of these items should be coordinated with the Landscape Committee and the Pool/Clubhouse Committee.  It may be impractical to provide separate contracts for parking lot and pathway cleaning or resealing.  Placing the upkeep of all association exterior lighting under one committee (Landscape) is sensible.  
2.3
Appropriate Spending Levels:  Appropriate spending levels should be determined to insure proper maintenance and protection of these valuable assets.  The Board has the fiduciary responsibility to maintain these facilities which are paid for by the boat slip owners.

2.4
Reserve Fund:  The committee is responsible for monitoring and making recommendations regarding boat slip reserve balances.  These recommendations go to the Board.  The Board treasurer is responsible for proper record keeping of the reserves.

2.5
Review of Contractors’ Work:  The Committee Chair shall regularly review the work done by contractors to assure compliance with the contract and to resolve any problems.  It is essential that good regular communication be maintained between the community and its contractors.

2.6
Maintenance:
2.6.1
Piers and Slips:  Piers and boat slips should be inspected routinely for damage or routine maintenance.  Pressure cleaning and sealing shall be done as appropriate.

2.6.2
Bridge:  The bridge shall be inspected annually for minor damage or needed routine maintenance.  It should be pressure cleaned and sealed as needed.  

2.6.3
Lighting:  The lighting shall be checked as frequently as required to assure safety while walking at night.

2.6.4
Electrical Outlets:  Electrical outlets should be checked and ground fault interrupters tested at least annually.

2.6.5
Pathway:  The condition of the pathway should be checked for damage at least annually.

2.6.6
RipRap:  The condition of the riprap should be checked annually for any collapse.

2.7
Owners’ Requests:  The boat slip committee is responsible for evaluating any requests regarding the boat slips. Such requests may include boat slip owners wishing to add additional cleats, bumpers, or other items. This will also include boat slip owners requesting to add a boatlift.  Requests will go to the Committee Chair and be presented to the committee at the next meeting.  The committee will then make a recommendation to the Board. The committee will take into account the impact such request would make on the docks as a whole, other boat slip owners in the area, and future removal of the items. Any addition a boat slip owner requests will be the sole responsibility of the boat slip owner and upon its removal, the boat slip will be restored to its original condition.  

Index of Subsection

2.8
Boat Slip Rules
	Emerald Pointe Owners Association

	Subsection: 2.8
	Title:  Boat Slip Rules

	Issue Date:  Board approved 11/10/2003
	Preparer:  Boat Slip Committee


1.
The boat slips are for the exclusive use of owners of boat slip lots, their families, guests, and invitees.

2.
Swimming is not allowed in the marina area.

3.
Overnight mooring at the end of the piers is not permitted.

4.
Boats that present an imminent danger to the piers, boat slips, or other boats due to fire, potential sinking, or other dangerous situation, will be moved a safe distance away from the marina and dealt with appropriately.

5.
A boat slip owner is responsible for any damage caused by him/her or by individuals using the owner’s slip with the owner’s permission.

6.
A boat slip owner may not rent his slip to another individual or entity.

7.
Boat slip electrical outlets are for the exclusive use of the boat slip owners. Cords may not be run from an outlet for more than 24 hours at a time.

These rules pertain to all Emerald Pointe owners, their families, guests, tenants, and invitees unless an exception is otherwise granted by the Board upon recommendation of the Boat Slip Committee.

	Emerald Pointe Owners Association

	Section: 3
	Title:  Covenants Committee 

	Issue Date:  Board approved 12/08/2003
	Preparer:  Covenants Committee


3.1   
Goal:  The goal of this committee is to handle all matters regarding the document entitled Declaration of Covenants, Conditions and Restrictions including all Exhibits to that document. 

3.2
Responsibilities:  The Covenants Committee is responsible for adjudicating written covenants complaints, making decisions regarding inquiries, providing optional architectural plan review, and recommending covenants/bylaws revisions.  
3.3
Composition:  The Covenants Committee shall be composed of three or more members, to be appointed by the Board from the membership of the association. If possible, one member should be a qualified member of the allied physical design professions (i.e., civil engineer, land planner, builder, or similar profession.) If no member of the association is so qualified, or selected, or such member chooses not to serve on the committee, the EPOA Board has the authority to retain such a professional as an independent contractor, if the committee deems such expertise necessary. No more than one member of the Board shall serve on this committee. In the event no Board member serves as a member of this committee, the Board shall appoint one of its members to act as liaison to this committee.

Index of Subsections
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	Emerald Pointe Owners Association

	Subsection:  3.4
	Title:  Complaint Processing 

	Issue Date:  Board approved 4-25-07
	Preparer:  Covenants Committee


Purpose:  This procedure outlines the processing of complaints concerning inquiries and possible violations of covenants that have been filed for the Emerald Pointe Community.  The objective is to maintain the integrity of the covenants while attempting to resolve conflicts through discussion and negotiation.  Harmony in the neighborhood is important, but consistent adjudication of the covenants is critical.

General Guidelines: The Covenants Committee is expected to respond to both formal complaints and general requests for interpretation of the covenants.  Any inquiries processed should be specific questions pertaining to property in which the inquirer is an interested party.  Hypothetical excursions should be avoided.  The handling of a complaint must be done as transparently as possible so that all involved are aware of the procedure from its inception.

The Committee shall maintain a record of all complaints and inquiries.

The Committee will document all complaint processing and inquiries.  This documentation will be copied and given to the association Secretary for archiving on an annual basis.

Action Steps:

1)
Any complaint of a perceived violation of the community covenants will be given to the Covenants Committee in proper form.  Proper form means that the complaint is written, it contains the Article number and the Section number of the covenant allegedly violated, and it contains the complainant’s verification that he/she has attempted to resolve the matter on a stated approximate date by speaking directly with the accused violator(s).  Anonymous complaints will not be accepted.  A Covenants Report Form may be used to file a complaint.  A complaint may be initiated by a Lot Owner or the Covenants Committee 

2)
The Covenants Committee will complete documentation on each complaint that includes each step of its effort to resolve the complaint.  The steps will be described in free form on pages that will be attached to the Covenants Report Form (EPOA form 3.5a).

3)
Upon receipt of a complaint in proper form, the Covenants Committee Chair will give Committee members and the accused violator a copy of the complaint.  

4)
The Committee will then confer to determine if the complaint has potential merit.  If the Committee decides that the complaint has no validity, then this process will move immediately to step 8. If the Committee decides that the complaint is possibly valid, the accused violator will be given the opportunity to present his/her perspective on the issue in writing and in addition he/she/they may request to meet with the Committee. 

5)
The Committee may also request that the complainant submit further documentation, argument, and /or perspective on the issue in writing and in addition he/she/they may request to meet with the Committee.  

6)
If deemed appropriate, the Committee may encourage the complainant and the accused violator to resolve the issue.  

7)
If step 6 is skipped or attempted and fails, the Committee will then evaluate the complaint and proceed to step 8 or step 9, as appropriate. The targeted response shall be less than 14 days.  

8)
If the Committee does not find a violation, the complainant and the accused violator will be notified in writing of that finding.   The only recourse open to the complainant is an appeal to the Board of Directors.

9)
If the Committee does find a violation, the Chair will communicate to the accused violator the nature of the problem and specific clause(s) within the Section and Article of the covenants that is being violated.   The communication to the accused violator will include a request for compliance within a specific, reasonable time frame.  The Chair will also notify the complainant of the Committee’s findings. All violation notifications must be in writing but, in addition, the Chair may also communicate verbally.  The committee will record all steps on the documentation created in Step 2.

10)
In the event of a failure to respond to a request for compliance within the specified time frame (or a renegotiated time frame), or a stated refusal to comply, the Committee shall make a final notification, which will be so marked, requesting immediate compliance.  The notice will be sent via registered mail return receipt requested, with a copy to the Board Liaison for the Committee.  If immediate action is not taken, the matter will be referred to the Board.

11)
If the complaint is forwarded to the Board, one (or more) representative(s) of the Covenants Committee will appear before the Board to present the Committee’s documentation of the complaint.

	Emerald Pointe Owners Association

	Subsection: 3.5
	Title:  Covenants Reporting

	Issue Date:  Board approved 12/08/2003
	Preparer:  Covenants Committee


Purpose:  This procedure presents a suggested form that may be used to submit inquiries or complaints to the Covenants Committee.  The form will be used by the Covenants Committee to conform to the documentation requirements stated in Procedure 3.4, Complaints Processing.

Action Steps:

1. Lot owner desiring to make an inquiry or complaint using this form for documentation will obtain a copy of EPOA Form 3.5a from the Board Secretary or the Covenants Committee.

2. Completed form will be submitted to the Chair of the Covenants Committee.

3. Covenants Committee will assign a number on a next available basis to the form using a format of the two-digit year followed by a two digit sequential number.  (i.e.: YY-nn)  

4. If a complaint is originated by the Covenants Committee or is received on a non-standard form, a form will be opened by the Covenants Committee.

5.  All forms will be processed in accordance with the appropriate subsection of the Covenants Committee Guidelines and then filed in the EPOA archives annually.

	Emerald Pointe Owners Association

	Subsection: 3.5a
	Title:  Covenants Report Form

	Issue Date:  Board approved 4-25-07
	Preparer:  Covenants Committee


Report No.___________ (to be completed by Committee)                    Date Received _________

Please check one: 
____This is to report a covenants violation  

____This is a request for information

Violation Section

I (we) believe the following is a violation of EPOA covenants, Article__________, Section________.

On lot number or at address: ______________________________________________________

Observed condition _____________________________________________________________

Date(s) observed ______________________________

I (we) spoke with the owner(s) of the aforementioned lot on or about (give date) ______________ in an unsuccessful attempt to resolve the observed condition.  I (we) have informed him/her/them that we are going to pursue this matter through the Covenants Committee.

Signed _______________________________  Telephone number _______________________

Address ______________________________________________________________________


Inquiry Section

This is a request for information/clarification of covenants regarding the following planned project or activity (attach plans, sketch or drawing if appropriate).

My specific question is: __________________________________________________________

 _____________________________________________________________________________

____Please call me to arrange a site visit

____Please respond in writing only

Signed ________________________________Telephone number________________________

Address_______________________________________________________________________


Determination Section:

The committee has reviewed the above and has determined that it is / is not covered under the Article and Section referenced above by the complainant.  The committee has determined that the above condition is / is not a violation.  

Discussion: 

Date__________________   Chair Signature  _______________________________

	Emerald Pointe Owners Association

	Subsection: 3.6
	Title:  Architectural Plan Review 

	Issue Date:  Board approved 12/08/2003
	Preparer:  Covenants Committee


Purpose:  This procedure outlines the manner and scope of architectural review.
Action Steps:

1. Any Lot owner may submit architectural plans to the covenants committee for review.

2. Once received by the committee, compliance with the following items will be reviewed:

                 --building type

                 --square footage

                 --roof pitches

                 --roof overhang

                 --type of shingle

                 --type of siding

                 --underpinning

Detailed information on the criteria for these items is included in the Construction Guidelines, EPOA Form 3.6a.

3.  
After the review is complete, the plans along with a letter of the findings will be given to the Lot owner.  
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	Subsection: 3.6a
	Title:  Construction Guidelines 

	Issue Date:  Board approved 12/08/2003
	Preparer:  Covenants Committee


The intent of this listing is to provide a quick reference to the covenants specifically concerned with construction activities.  It is by no means all-inclusive, but should be a handy guide to the critical issues.  Please review the actual covenants and restrictions for more detailed information.

References:


Article VIII, Restrictions; Amendments; & Exhibit D 
Building type:
Only private single-family residential or recreational dwellings allowed

Maximum 2 ½ stories above the ground

No mobile, modular or shell homes permitted

No detached outbuildings, trailers, or houseboats may be used as a residence at any time

Minimum dwelling size: (heated, finished, interior living spaces)


Waterfront:
One story, 1600 square feet




1½, Bi-level, or 2½ story, 1800 square feet (1000 on main floor)




Tri level, 1800 square feet (1000 on 2 upper floors)


Interior:
One story, 1400 square feet




1½, Bi-level, or 2½ story, 1600 square feet (1000 on main floor)




Tri level, 1600 square feet (1000 on 2 upper floors)

Construction and Quality:

New, good grade materials, constructed in a proper workmanlike manner.

Solid brick, concrete block, or poured concrete foundation.  Concrete foundation must be covered with brick, stone, or stucco-like material.  No exposed concrete or cement blocks.


No asbestos shingle, imitation brick, or stone-roll siding.

Outbuildings must be aesthetically comparable in cost, design and materials to the exterior of the dwelling.


All buildings must have not less than 6 in 12 inch roof pitch, & not less than 12" overhang.

Roof materials may be slate, cedar shakes, tile or fiberglass.  No tin or rolled roofing.  Construction must be completed within one year of start.


No temporary structures are allowed.

Setbacks:
Generally 50' front, 10' side and 50' from the waterfront lot line (not the water).  Interior lots 35' rear. This includes buildings, porches, and decks.  Corner & cul-de-sac lots vary so check the plat map.

Fences and walls:
Except for split rail fencing, none permitted nearer the street side than the face of the dwelling.  Otherwise none over 6' high, with at least 30% open to view.  Board may approve variance for height and/or openness for boundary lines on the exterior perimeter of Emerald Pointe.  No chain link or other metal fencing permitted except that 2"x4" metal mesh may be used with split rail fencing within rear and side yards to contain animals or children.

Antennas, Satellite Dishes, Discs:
No freestanding closer than 75' to the waterfront lot line, or within any setback area, or visible from the street.  Satellite dishes greater than 2' must be black mesh type.  Roof-mounted antennas may extend not more than 10' above the roofline.

Off street parking/storage:
You must have a paved driveway big enough to park two cars off the street before you move into your home.

You may not park or store any kind of boat on trailer on the property unless it is in an enclosed structure, and not within the 50-foot waterfront setback.  Trailers must be substantially hidden from public view and not within the 50’ waterfront setback.

No one may reside in any kind of mobile home, camper, boat, or recreational vehicle.

Diligent Construction:
Prior to any earth disturbing activity a stone construction drive shall be installed, extending at least 50' from the roadway.  This should be installed in the same location as the proposed driveway to minimize earth-disturbing operations.  Minimum 6" thick by 10' wide to be installed, preserved, and replaced as needed to comply.

Once started, complete your construction and landscaping within a reasonable time, one-year max on building exterior, reasonable as necessary for completion on other improvements.

Repair any damage done to the street, curb or common areas.

Keep the adjoining properties, areas and streets free of dirt, mud, and trash from your construction activity.  If it inadvertently happens, get it cleaned up quickly.

Keep construction debris from becoming unsightly on your own lot.

Provide for erosion control during earth disturbing operations.  This means properly constructed silt fences or other means to prevent storm water from washing dirt and silt into the streets and/or the lake.  It means checking after rainfalls to correct and/or perform damage control.  The object here is to keep the mud and silt out of the lake and off the streets.

You may be assessed for actual costs if others are required to clean up for you, so you may want to get some agreement on responsibility from your contractor on these points.
Public water system:
No well may be constructed for the purpose of providing domestic water supply.

Tree and shrub removal:
Trees, shrubs, and ground cover within the 50' waterfront setback (from the lot line markers) are considered “protected” vegetation, and clearing and cutting is generally not permitted without permission of the Board.  Trees greater than 6" in caliper (chest high measurement) in this area may not be removed without specific permission from the Board.  Practical exceptions are dead and diseased trees may be removed, underbrush selectively cleared, under story thinned for better views, and trees may be “limbed up”.  

Furthermore, of other areas cleared, at least 50% (excluding the built upon area) must be replaced with grass and such grass shall be maintained, unless the Board approves an alternate landscape plan.

Docks and Piers:
You may construct one dock or pier or combined dock and pier (approved by Duke Power).  It must be low profile (no two level) and of open design to minimize obstruction of neighbors’ view.

	Emerald Pointe Owners Association

	Subsection:  3.7
	Title:  Amendment Procedure

	Issue Date:  Board approved 12/08/2003
	Preparer:  Covenants Committee


Purpose:  This procedure outlines the process for modifying the document entitled Declaration of Covenants, Conditions and Restrictions.

Action Steps:

1.
The committee will decide on needed modifications with input from Lot owners.

2.
Amendment proposals, except for entirely new sections, will be composed directly from the current covenants.  Deletions of text will be shown as a strike out.  Additions will be shown in red ink.  An explanation of the need for the amendment will be in blue at the end of the section.  “For the change” or “Against the change” will be the voters’ options.

3.
The ballot will be given to the Board for approval.

4.
Once approved by the Board, the ballot will be given to the appropriate legal advisor for review. 

5.
After legal advisor approval, 74 copies of the ballot are made.  All ballots are labeled with the appropriate Lot #.  A stamped envelope, marked with the Lot # on the back and addressed to the Covenant Chair, will be included in the mailing for return.

6.
The Chair will record ballots received by Lot #.  Once 50 ballots are received, the committee will meet to open the envelopes and count the votes.  

7.
Thirty-eight (38) votes “for” are needed to pass the amendment(s).

8.
If more ballots are desired, Lot owners of missing ballots will be phoned by the covenants committee members and reminded to complete the ballot and mail it as soon as possible.  

9.
Once 38 “for” votes are received, the amendment(s) is/are typewritten into legal form (structure is provided by the legal advisor) and sent to the legal advisor.  

10.
The amendment(s) will be filed with the county.  The Chair will receive a copy.

11.
A copy of the amendment(s) is delivered to all Lot owners.

	Emerald Pointe Owners Association

	Section: 4
	Subject:  Archive Committee 

	Issue Date:  Board approved 09/12/2007
	Preparer:  Archive Committee


4.1
Goal:  The goal of this committee is to maintain an electronic, retrievable, archival image history of documents reflecting the major activities and pertinent information about the association.

4.2
Responsibilities:  Archival image information will be distributed to board members on data CD’s, and updated at least annually.  Other owners may request copies via the board.  

4.3
Archival information:  Archive CD’s shall be recovered and updated at least annually and delivered to board members.  Scan in or otherwise capture archive data delivered from pertinent sources to a ubiquitous format that is generally searchable (currently PDF), and store images on generally accepted media.


The following sections or folders should be included:

Bylaws/Covenants  (copies, change information)  

Financial  (Y/E reports, budgets, compilations, reserve analysis, bank statements, tax filings)


History  (any relevant documents detailing significant events)


Minutes  (Board & Annual Meeting)


Miscellaneous  (maps, other)


Newsletter  (Images of all past newsletters)


Policy  (documents reflecting policy or procedures for the board and committees)

4.4
Information Gathering:  Information will come primarily from the Board but may include other sources such as committee heads.   

4.5 Composition:  This committee will be chaired by an Emerald Pointe member and will likely not have other members.  

	Emerald Pointe Owners Association

	Section: 5
	Subject:  Finance Committee  

	Issue Date:  Board approved 2-14-09
	Preparer:  Finance Committee  


5.1
Goal:  The goal of this committee is to provide formal review, assessments, and recommendations to the Board relative to all financial activity affecting the association.

5.2
Responsibilities:  The Finance Committee serves to review and assist the Treasurer in the areas of budget preparation, budget compliance, establishment of reserves, investment of reserve funds, insurance, and contract negotiations. The committee will coordinate and review results of an annual internal audit as established by the committee.
5.3
Annual Budget:  The committee will review and approve the annual budget for submission to the Board consistent with the timetable established for the Association. The annual budget includes the setting of Association/Boat Slip fees.

5.4
Quarterly Statement Review:  The committee will review quarterly financial statements (March, June, September, December) and make appropriate comments to the Board.
5.5
Compilation of Reserves Review:  The committee will review the compilation of Reserves to ensure that the community is adequately provided.


5.51
Procedure for Reserves Review   See subsection 5.51


5.52
Reserve Data Input Form  See subsection 5.52

5.6
Cash Investment of Reserves:  The committee will review and approve the investment of cash set aside for Association and Boat Slip reserves.
5.7
Insurance Coverage:  The committee will review and assess all insurance coverage issues including liability, property damage, and Board of Director (BOD) coverages.
5.8
Transactional Audit:  The committee will establish procedures for effecting an annual transactional audit of Association financial activities prior to June 1st of each fiscal year then completed, review and submit results of the audit to the Board.

5.81
Transactional Audit Methodology  See subsection 5.81
5.9   
Contracts:  The committee will review and approve all multi-year contracts. The committee will also assist other committee chairs on request involving annual contracts.

5.10
Compilation or Audit:  The Committee shall ensure that a compilation, review, or audit of the books of the association is completed each year by a Certified Public Accountant or public accountant licensed by the state.
5.11
Composition:  The Committee shall be chaired by the Treasurer and include at least two but no more than three others, one of which can NOT be an active Board member.
5.12
Meetings:  The Committee shall meet quarterly (April, July, October, January) or as requested by the Treasurer.
Index of Subsections

5.51
Procedure for Reserves Review   

5.52
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5.81
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	Subsection: 5.51
	Subject:  Procedure for Reserves Review 

	Issue Date:  Board approved 9/01/2004
	Preparer:  Finance Committee


Purpose:  This procedure outlines the periodic review and analysis of the reserves.  The objective is to ensure the proper funding of reserves.

General Guidelines:  At least every three years the Finance Committee will review the assets for which reserves are held.  There will be no specific line item reserve provided for assets whose value is less than $2000.  

The criteria for inclusion in the reserve funds are established in the Declaration of Covenants, Conditions and Restrictions, Article IV, Section 7.  The pertinent part of that section is repeated here.

Section 7. Reserve Fund   The Association shall establish and maintain an adequate reserve fund for the periodic maintenance, repair and replacement of improvements located on all Common Areas which the Association is obligated to maintain and in order to fund unanticipated expenses of the Association or to acquire equipment or services deemed necessary or desirable by the Board of Directors.  

Action Steps:

1. 
The committee will review the asset list for which reserves are currently being held.  During this analysis one or more of the assets may be removed from the list if the committee determines that the asset(s) does (do) not meet criteria for reserving.  It is also possible that the committee could add to the list if it determines that an omission has been made.  Using EPOA form 5.52 is a practical way to collect the necessary data.
The likely general (non-marina) assets to be reviewed are:  

a.  Irrigation system

b.  Pool (including all piping, fence, concreted areas inside fence, pool furniture)

c.  Pool filter

d.  Cabana (including furniture, picnic area, septic system, roof, deck, anything                        attendant to or part of the structure)

e.  Parking lot, pathway to the bridge.

f.  Landscape

The likely marina assets to be reviewed are:

a.  Boat slips and piers (4 sets)

b.  Bridge

c.  Pathway lighting.

d.  Pathway after the bridge.

Note:  It is impractical to analyze the pathways before and after the bridge separately.  They are simply listed separately to accurately identify which lot owners will shoulder the payment of reserves.



2.
If the committee sees the necessity for a study involving outside professional help, it must request authorization from the Board.  A professional is defined as a person or company highly skilled in dealing with a particular asset.  A professional would likely be or have been in the business of providing services and/or equipment regarding an identified asset.  Professionals would be contacted to provide expert opinions on the assets including, at least, current cost of replacement, expected remaining life span, and anticipated cost of replacement at the end of life span.  It is expected that some or all of the contacted professionals would charge for this service.  Examples of professionals who could be used are: current certified pool operator for pool matters; structural engineer for clubhouse and bridge; roofing company for clubhouse roof; paving company for parking lot and pathway; electrician for lighting; current landscape contractor for landscape; current dock inspection company for boat slips and piers; irrigation supply company for irrigation system.  There could be professionals who are members of our association.  These people could be used and perhaps make a study more cost effective.


Note:  The committee may request that committees in charge of these assets assist with this process (i.e. the Pool/Clubhouse Committee asked to consult with the pool contractor to get requested data on the pool and pool filter; Landscape Committee asked to consult with our landscape contractor, etc.).  This would continue our practice of having our contractors work with just one person or one committee when dealing with Emerald Pointe.  This would also enable committees to have a better understanding of their future budget request needs.

3.
Once the committee has needed data, it will determine if the reserve balance is currently under funded, over funded, or properly funded.  The committee will also project into the future to predict the funding status over an approximate 20-year period.

4.
If the committee determines that reserves are inadequate, it will recommend remediation measures to the Board that may include special assessments and/or raising annual assessments.

5.
If the committee determines that reserves are in excess, it will recommend remediation measures to the Board that may include rebates, applying credit to future annual assessments, or leaving the excess in reserves to offset expected future annual assessment increases.

6.
The committee will document all phases of its review and submit this documentation to the Board for consideration and archiving.
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	Subsection: 5.52
	Title:  Reserve Data Input Form

	Issue Date:  Board approved 5/05/04
	Preparer:  Finance Committee


Landscape Assets


                Initial Year    Current Condition    How long       What is the replacement     Currently needed repairs


      Purchased
  (poor, fair, very        will it last?        cost in today’s dollars?     or desired enhancements



       (if known)
   good, excellent)





        (give cost)

Irrigation System


Bushes & Plants


Other Items

(please specify below)
Identify the professional(s) making the above assessments: 

______________________________________________________

(page 1 of 4)

Subsection 5.52 (Reserve Data Input Form) continued

Marina Assets



                   Initial Year     Current Condition      How long     What is the replacement    Currently needed repairs



      Purchased
  (poor, fair, very         will it last?       cost in today’s dollars?     or desired enhancements


         (if known)
   good, excellent)





                      (give cost)

Boat slips 

and piers


Bridge

Pathway electrical

power

Note:  It is impractical to analyze the pathway before and after the bridge separately.  It is simply listed separately to accurately identify which lot owners will shoulder the payment of reserves.  Boat Slip and Pool/Clubhouse Committees should coordinate on this part of the study.


Pathway 
(after bridge)


Other Items

(please specify

    below)
Identify the professional(s) making the above assessments: 

______________________________________________________

(page 2 of 4)

Subsection 5.52 (Reserve Data Input Form) continued

Cabana Assets



                   Initial Year     Current Condition    How long       What is the replacement    Currently needed repairs



      Purchased
  (poor, fair, very       will it last?    cost in today’s dollars?     or desired enhancements


       (if known)
   good, excellent)





   (give cost)

Cabana (including
Items attached to

the building)

                    Roof


             Structure


                  Deck



Furniture

    Septic System


         Picnic Area


     

     Other

Identify the professional(s) making the above assessments: 

______________________________________________________

(page 3 of 4)

Subsection 5.52 (Reserve Data Input Form) continued

Cabana Assets Continued



                   Initial Year     Current Condition     How long      What is the replacement    Currently needed repairs



      Purchased
  (poor, fair, very        will it last?    cost in today’s dollars?     or desired enhancements


       (if known)
   good, excellent)





     (give cost)

Pool (including all

piping and concreted

area inside fence)

                 Fence

            Pool filter


Furniture


Parking lot

Note:  It is impractical to analyze the pathway before and after the bridge separately.  It is simply listed separately to accurately identify which lot owners will shoulder the payment of reserves.  Boat Slip and Pool/Clubhouse Committees should coordinate on this part of the study.


Pathway (parking 

lot to bridge)
Other Items
(please specify

   below)

Identify the professional(s) making the above assessments: 

______________________________________________________

(page 4 of 4)

	Emerald Pointe Owners Association

	Subsection:  5.81
	Title:  Transactional Audit Methodology

	Issue Date:  Board approved 02/14/09
	Preparer:  Finance Committee


Purpose:  This procedure details how the transactional audit called for in section 5.8 shall be conducted.

General Guidelines:  A transactional audit of the Emerald Pointe Owners Associations financial records shall be conducted annually by at least one but preferably two Emerald Pointe (non-Board of Directors) owners.

The audit will be performed at the location where the EPOA financial records are kept or at a mutually agreed upon place.

The audit will be conducted prior to June 1st for the preceding calendar year unless otherwise agreed upon by the EPOA Treasurer and the Association’s accounting service provider.

The transactional audit should require less than three hours to complete.

Action Steps:

1.   The auditor(s) will select from the association’s accounting ledger a sampling of transactions to audit.  The sampling, as a minimum, will include:      










Approximate Number

1    All checks drafted to the check signer



< 20

2    All investment account (CD, MM etc.) transactions.


< 6

3    All checks drafted in excess of $1000.



< 10

4    10% of all other checks drafted.




   10 each

5    All voided or cancelled checks




TBD

6     5% of bank debits drafted.





< 8

7     5% of January deposits





4 each

8     5% of July deposits






4 each

9    Two bank reconciliation reports




2 each










Total    50 transactions

2.   A transactional audit consists of matching actual deposits and expenses with the association’s books and reviewing associated documentation for completeness and accuracy.

3.   The auditor(s) will also verify:

a.   Association books are consistent with checking and investment account year-end   balances.

b.   State and Federal Income Taxes have been paid.

c.   Oconee County Property Taxes have been paid.

d.   Liability and Property Insurance has been paid.

e.
A Financial Compilation has been completed by a certified C.P.A.

4.   The auditor(s) shall provide the EPOA Board of Directors with a report of the Transactional Audit findings.
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	Section: 6
	Subject:  Landscape Committee 

	Issue Date:  Board approved 2/06/2008
	Preparer:  Landscape Committee


6.1  Goal:  The goal is to maintain a clean, attractive, safe, and well cared for community.

6.2
Responsibilities:  The Landscape Committee is responsible for the maintenance of Emerald Pointe's common areas including both entrances, clubhouse area, boat slip pathway, sprinkler systems, Phase I cul-de-sac and the general appearance of community.  Included is the maintenance of flowerbeds, shrubbery, grass, trees, walkways, entry lighting, boat slip pathway lighting, entry signs and fencing.  Note: Because the boat slip pathway (starting at the bridge) and pathway electrical power are the financial responsibility of the boat slip owners, the maintenance of these items should be coordinated with the Boat Slip committee.  Placing the upkeep of all association exterior lighting under one committee (Landscape) is sensible.  

6.3
Bids:  The Committee shall obtain a minimum of three bids from responsible contractors with intent to award to the contractor as deemed most appropriate.   These bids shall be annual or in the case of multi-year bids, well in advance of the end date.  Contractors must provide certification that all workers are covered by Workers Compensation and Liability Insurance coverage.   However, if the contractor is a sole proprietor and has no full time employees, the contractor will only be required to show proof of one million dollars in Liability Insurance coverage. Past successful contracts should be used as a guide for establishing bid criteria.
6.4
Review of Contractors’ Work:  The committee chair shall regularly review the work done by contractors to assure compliance with the contract and to resolve any problems.  It is essential that good regular communication be maintained between the community and its contractors.

6.5
Sprinkler System Drawing:  Modifications to the sprinkler systems shall be recorded via a new schematic that is to be filed with Board minutes.  The changes shall also be submitted to the Archivist.


6.6
Volunteers:  Committee may encourage owner/volunteers to assist in the committee’s work where appropriate, and to maintain their property and common property in a neat, clean manner and encourage appropriate landscaping.  Two Saturday gatherings are suggested, one in fall and one in spring, to promote community fellowship and beautify common areas.

	Emerald Pointe Owners Association

	Section: 7
	Subject:  Communications Committee

	Issue Date:  Board approved 11/12/2009
	Preparer:  Communications Committee


7.1
Goal:  The goal of this committee is to provide reasonable guidelines for official publications of EPOA.
7.2
Responsibilities:  The committee shall produce common coherent guidelines, contained herein, for the publication of a community newsletter, a directory, a web site, and periodic email communications to the owners as required by circumstance.  The directory will maintain basic pertinent contact and social information about the individual members and be published once each year in time for distribution at the annual meeting. 
7.3
Composition:  This committee will be chaired by an Emerald Pointe member and include at least one other member.  For practical purposes the Webmaster, the directory compiler, and the newsletter editor should be on this committee.  

7.4
Website, Directory, Newsletter, and Community Email Differences:  While these forms of communication share the same basic goal, the web site and emails are faster to update and can contain other information, both static and dynamic which may not be appropriate or possible for the newsletter or directory. The newsletter and directory cannot provide rapid information dissemination as they are published infrequently. The web site contains the newsletter and parts of the directory and may display a variety of other information such as pool rules, bylaws, covenants, board minutes, photographs, and links to local groups, government entities, and activities.  Emails are principally used for immediate information distribution and are sent to those lot owners providing their email addresses.


7.4.1
Email Notices from Outside Parties:  EPOA is periodically asked to disseminate notices and other communications from parties outside Emerald Pointe.  As our intent is to pass along useful information, EPOA will honor public service email distribution requests from the following:

  
1)  Governmental agencies such as DHEC, SCDOT, Oconee County Council, and
                  DNR pertinent to the community


2)  Organizations of which EPOA is a member such as AQD and MLCA


3)  Communities members’ information for the community


4)  Others approved by the Board

Discretion may be used by the Communications Committee, as long as the intent of this policy is maintained (e.g.  alerts from Duke Energy). 
7.5
General Content Guideline:  Material created, made available, or disseminated should enhance the feeling of community and belonging.  This committee’s communications will not discriminate.  EPOA media communications are encouraged and permitted to contain material about our association, our neighborhood, our lot owners, our residents, and matters that can impact the community. The overriding proviso is that the content of all committee communications should reflect well on the community.
7.6
Content Clarification Regarding Internal Advertising: Internal advertising is permitted.  Internal advertising is defined as a lot owner offering to sell an item owned by that lot owner for personal, not business purposes.  Examples of internal advertising include a garage sale, selling the family home, selling a family vehicle, boat, camera, or other similar items.
7.7
Content Clarification Regarding External Advertising:  Except for exemptions noted below, external advertising is prohibited.  External advertising is defined as promoting or marketing any for profit business.  Examples would be restaurants, landscapers, insurance, and automobile dealers.  

7.8
External Advertising Exemptions:  Two areas of external advertising are permitted. The overriding features allowing these exemptions are that they are a neighborly way of providing helpful information to lot owners, they enhance the feeling of community and belonging, and they are simple lists, not articles.
7.81
Listing Maintenance Vendors:  The Web Site and Newsletter are permitted to provide service contact information for maintenance vendors that have been used and recommended by owners, provided the name of the submitting Lot Owner is noted in the listing.  The inclusion of the submitting Lot Owner’s name gives other owners a neighbor with whom to talk regarding a project or service being considered.

7.82
Listing Lot Owners Businesses:  The Web Site and Newsletter are permitted to provide business card type of information for Lot Owners owning their own businesses.  The Board reserves the right to charge a small fee for this.
7.9
Specific Content Exemption for Children Advertising:  The Association does not want to restrict the normal activities of children.  One of the activities common to child rearing is teaching about work, work ethic, and the handling of money.  Children may therefore advertise for fee activities such as lawn mowing, babysitting, house watching, and pet care.  A child’s right to advertise as stated here would revert to the 7.82 exemption (see above) if his or her activity becomes a local or state licensed for profit business.

7.10
Specific Content Guideline for Contrary Opinions:  Any Lot Owner authored article that disagrees with the EPOA Board’s official stance on an issue will be expressly permitted, though it may be edited for length.

7.11
Editing:  The Webmaster, newsletter editor, directory compiler, and email distributor(s) may edit all submissions for quality and content, proofread, and correct as necessary.  Any article containing malicious, libelous, or slanderous material is to be rejected.  These editorial rights are necessary to control the size (and costs) of providing these services, as well as the style and feel of the media.  

7.12
Newsletter Specifics:  There are several items specific to the newsletter only.


7.121  Publication Dates:  The newsletter shall be published each quarter, the first week of February, May, August, and November.


7.122
Collection of Material:  E-mail or call the president and each of the committee chairpersons for updates to their respective areas about the 10th of the month prior to the month the newsletter is to be delivered.  Give them about 10 days to prepare their responses. Follow-up as necessary.


7.123
Content:  The following sections should be included:



President/Chairman's article



Social activity plans & updates



Committee reports & info

Directory information changes (from Directory Compiler, Welcoming Committee, Treasurer, or Archivist) Encourage owners to report any address changes etc. 


Dates to Remember section.

In the May issue, include a page with the Board and Committee members names, positions and contact info.

7.124
Information Sources:  Encourage owners to contact committee members with information. Print the chairperson's phone number and/or email address in the newsletter and/or simply visit with the neighbors on a regular basis to get information.

7.125
Voting Results:  Publish the results of EPOA elections, covenant change balloting, and by-law change balloting.  For member privacy, do not publish exact numbers on election results.

7.126
Layout:  Organize articles for fit and type the newsletter.  Provide fill if necessary.

7.127
Announcing Distribution: When complete, upload the full color version to the Emerald Pointe website.  Email lot owners and residents to advise them that the newsletter is available on the web.  

7.128
Hard Copy Printing and Delivery:  Print, attach name labels, and hand deliver a black / white copy to each resident requesting a hard copy. Also hand deliver three copies to the Welcoming Committee.  Print and mail black / white copies to non-resident lot owners for whom we do not have an email address.  Hand delivery rather than regular mail delivery to residents keeps the newsletter costs down.  Name label data presently resides in the Directory Compiler’s computer That person will print labels on request.

7.13
Web Site Password:  The password and access information used by the Webmaster to access the web site will also be provided to the EPOA Secretary to remain sealed and protected except for emergency use.
	Emerald Pointe Owners Association

	Section: 8
	Subject:  Nominating Committee Guidelines 

	Issue Date: Board approved 9/12/07

	Preparer:  Board of Directors


8.1 
Purpose:   The goal of this committee is to manage the electoral process for the Board of Directors.
8.2
Responsibilities:  The formation of this committee is required by Article VIII of the Bylaws and its primary responsibilities are detailed in Article IV, Section 3 of the Bylaws.  The Nominating Committee will also be in charge of registering Lot Owners at the annual meeting and counting ballots for the election.


8.21
Nomination Preparation 

8.21a
Nomination Form 
8.22
Proxy Voting Form Preparation  



8.22a
Proxy Voting Form  

8.3
Appointment and Composition:  The appointment to, the composition of, and the chairmanship of this committee are detailed in Article IV, Section 3 of the Bylaws.

8.4
Announcement of Committee Members:  Those persons appointed by the Board of Directors to serve on this committee must be announced to the membership as detailed in Article IV, Section 3 of the Bylaws.

	Emerald Pointe Owners Association

	Subsection: 8.21
	Subject:  Nomination Preparation

	Issue Date: Board approved 9/12/07
	Preparer:  Nominating Committee


Purpose:  This procedure outlines the process for encouraging Lot Owners to nominate fellow Lot Owners and/or themselves to run for the Board of Directors.  Form 8.21a may be used for this.

Action Steps:
1.
In early January request the newsletter editor to print a copy of the Nomination Form (form 8.21a) in the February newsletter.

2.
About a month before the annual meeting email all lot owners a reminder about the form’s due date.  Print and hand deliver or mail the same message to those Lot Owners without email.

3.
The annual meeting packet will include a copy of the Nomination Form (form 8.21a).

4.
Any Lot Owner nominated by a neighbor must be contacted by the nominating committee to verify and confirm said Lot Owner’s willingness to run for the board.

EPOA Form #8.21a



Nomination Form

Lot Owner,

Please fill out the appropriate section(s) and return to any member of the nominating committee.  The year committee members are _______________________, _________________________, and _____________________.  If preferred, the form may be mailed to the Emerald Pointe Owners Assn., P.O. Box 2141, Seneca, SC 29679.


Nomination

I wish to nominate myself or, ___________________________, for a position on the Emerald Pointe Owners Association Board of Directors and request that the name be placed on the ballot at the year annual meeting.  The person that I place in nomination is aware of my actions and agrees to stand for election.
____________________________

(print your name)

____________________________

________________


(signature)




(date)

	Emerald Pointe Owners Association

	Subsection: 8.22
	Subject:  Proxy Voting Form Preparation

	Issue Date: Board approved 9/12/07
	Preparer:  Nominating Committee


Purpose:  This procedure outlines the process for preparing the proxy voting form 8.22a to be used at the annual meeting.  The form authorizes a proxy to vote for any candidate(s), including those nominated from the floor.  The form also permits a proxy to vote on any other issues that are put to a vote.

Action Steps: 

         1.

The annual meeting packet will include the proxy voting form 8.22a.

2.
The person(s) preparing the form should understand that all red lettering on the form must be either deleted or replaced by the indicated information.  

3.
The number of candidates for whom a Lot Owner may vote is determined by how many openings there are on the Board.  The form will have to be modified for this.

EPOA Form # 8.22a  



PROXY VOTING FORM
I, _____________________________________, Owner of Lot #_________________
                (Print name of lot owner)                                                         (Lot number)

designate_____________________________________to vote on my behalf on any matter, 



(Print individual’s name)
including election of Board member(s), at the (year) Emerald Pointe Owners Association, 

Inc. Annual Meeting.

Date____________________  Signature______________________________________

If you are unable to attend the Annual Meeting, please complete this proxy form and deliver to the individual Lot Owner to whom you are granting your proxy, or mail to the Board Secretary of Emerald Pointe Owners Association, Inc., P.O. Box 2141, Seneca, SC   29679 no later than (date).  Only SIGNED and DATED proxies will be accepted.
	Emerald Pointe Owners Association

	Section: 9
	Title:  Pool / Clubhouse Committee 

	Issue Date:  Board approved 04/07/2004
	Preparer:  Pool / Clubhouse Committee


9.1
Goal:  The goal of this committee is to provide a smooth functioning pool and clubhouse that is clean, safe, and fulfills the needs of the community.
9.2 
Responsibilities:  The Pool / Clubhouse Committee is responsible for the operation and maintenance of the Emerald Pointe Pool and Clubhouse as well as coordinating asphalt resealing.

9.2.1
Asphalt Resealing:  The treasurer maintains a reserve fund for periodic sealing/resurfacing of asphalt.  Note: Because the boat slip pathway starting at the bridge is the financial responsibility of the boat slip owners, the maintenance of this item should be coordinated with the Boat Slip committee.  It is impractical to provide separate contracts for parking lot and pathway cleaning or resealing.  

9.3
Annual Survey:  A survey of the building and pool will be made at least annually for needed maintenance items. This data will be reported to the Board of Directors through the liaison.  This survey should also be used in preparing the annual budget request.
9.4
Appropriate Spending Levels: Appropriate spending levels should be determined to insure proper maintenance and protection of these valuable assets.  

9.5
Clubhouse Cleaning:  The committee will solicit bids, in August, for a professional cleaning service to maintain the cleanliness and appearance of the clubhouse. These areas will be cleaned on a weekly basis in the summer and once a month, or as needed, during the rest of the year.

9.6
Pool Maintenance:
9.6.1
 DHEC:  The committee will maintain the pool and equipment in a state acceptable to the regulations of the South Carolina Department of Health and Environmental Control.

9.6.2
Professional Pool Company: The committee will solicit bids, in August, for a professional pool company to service the annual opening and closing of the pool and a weekly vacuuming. 

9.6.3
Testing:  The pool will be tested as required three times a week by a Certified Pool Operator, either from the service company or by a committee member who has been certified by DHEC.  On the other days of the week, a volunteer will be scheduled to check the chemical balance of the pool.   Several members of the committee may be trained and tested by the South Carolina Environmental Training Center to be Certified Pool Operators if required.  Test logs shall be maintained on site in the clubhouse.

9.7
Swimming Lessons:  The Board must approve plans before lessons begin.  For the duration of each lesson every child enrolled in the class must have a property owner on the premises.

9.7.1
Nonmembers:  Lessons for nonmembers are not permitted due to the liability.

9.7.2  
Instructor Qualifications:  Members may arrange lessons for their family members using a Red Cross certified instructor.  

9.8 
Reserving for Parties:  Property owners may reserve the pool / clubhouse.  See Subsections 9.9, 9.10, and 9.11 for rules, regulations, and reservation agreement.  
Index of Subsections
9.9

Pool and Clubhouse Rules
9.10

Guest and Party Rules
9.11
Pool and Clubhouse Reservation Agreement
	Emerald Pointe Owners Association

	Subsection: 9.9
	Title:  Pool and Clubhouse Rules

	Issue Date:  Board approved 12/08/2003
	Preparer:  Pool/Clubhouse Committee 


Pool and Clubhouse Rules

*
The pool and clubhouse facilities are for the use of Emerald Pointe property owners, their children, and their guests. (The term property owner does not refer to a property owner’s child regardless of the child’s age.)

*
Pool hours are from 9:00 A.M. to 11:00 P.M. daily.

*
No lifeguard will be on duty.

*
Front gate must be locked at all times, even when you are using the pool.  The side gate should remain open.  The last person leaving the pool should lock the side gate.

*
Children 12 and under must be accompanied by an adult.

*
Property owners should insure that their children and guests do not interfere with the enjoyment of others.

*
No adult or child should swim alone.

*
Running, diving, and rough play in or out of the pool is prohibited.

*
Skateboards, roller blades, scooters, and bicycles may not be ridden inside the gated pool area.

*
Glass and breakable items may not be brought into the pool area.

*
No food or drink is permitted in the pool.

*
All food and drink spills must be cleaned up completely in order to prevent problems associated with ants, bees, etc.

*
Avoid swimming if you have a cold or infection.

*
Shower before entering the pool.

*
No pet is allowed in the gated pool or clubhouse area.

*
Observe all rules posted on the clubhouse wall.

*
The clubhouse telephone is for emergency calls only. Non-local calls are blocked.

*
Wipe shoes or feet before entering carpeted area of meeting room.

*
Report any problems at the pool or clubhouse to a member of the Pool Committee or Board of Directors.

*
Persons using the pool and clubhouse area should refrain from loud and boisterous activity in deference to nearby residents.

*
A calendar of scheduled activities will be posted inside the display case at the front gate.

*
Pool may be closed for the following reasons:

1.) The addition of chemicals

2.) To perform necessary repairs

3.) If ordered closed by Oconee County Health Department or DHEC

*
Property owners may use the clubhouse meeting room by advanced reservation.

	Emerald Pointe Owners Association

	Subsection: 9.10
	Title:  Guest and Party Rules 

	Issue Date:  Board approved 12/08/03
	Preparer:  Pool/Clubhouse Committee


Guest Rules

*
The property owner must assume all liability for any guests.

*
Overnight houseguests and family members, over age 12, may use the pool without the owner being present.

* 
Otherwise, property owner must accompany any invited relatives, friends, or guests to the pool.

Party Rules

*
Property owners reserving the pool and clubhouse facilities are solely responsible for the facilities during the event, must be the host of the event, and must be present during the entire event.

*
All association members are free to use the pool during the reserved time.

*
Members must complete a Pool and Clubhouse Reservation Agreement (EPOA form 9.11) available from the Board Secretary, the Pool/Clubhouse liaison, or the Pool/Clubhouse Committee Chair and submit it to the Chair.
*
A $60.00 cleaning deposit is required to make a reservation. (This will be refunded if the facility is cleaned prior to 9:00 A.M. the day following the party.)

*
The property owner reserving the facility is responsible for all damages to the facility by the attendees and must sign an agreement stating such an understanding.

*
The property owner’s Homeowner’s Insurance Policy will be the primary liability insurance for special reserved events held at the facility. Proof of current homeowners insurance must be on file with the signed copy of the Pool and Clubhouse Reservation Agreement. 

*
Take party trash home.

*
Turn off lights, water, and air conditioner before leaving facility.

*
No cars, trucks, or trailers are permitted on the boat path.

	Emerald Pointe Owners Association

	Section: 9.11
	Title:  Pool and Clubhouse Reservation Agreement

	Issue Date: Board approved 12/08/03
	Preparer:  Pool and Clubhouse Committee


Please read this agreement carefully. Your reservation is not assured until a signed copy of this agreement and the cleaning deposit are on file with the Pool Committee.

Property owners may reserve the pool and clubhouse for pool parties. The property owner reserving the facility is solely responsible for the facilities during the event, must be the host of the event, and must be in attendance during the entire event. The term property owner refers to the owner of property in the Emerald Pointe Subdivision and does not refer to a child of an owner regardless of the child’s age. Use of the Pool and Clubhouse may not interfere with the normal use of the facilities by other property owners. Pool hours are from 9:00 A.M. to 11:00 P.M.

Reservation Date: _________      From:_________   To:__________ (hours)

Name: ___________________________________________________________

Address: _________________________________________________________

Lot Number: _________

Phone: _______________________________

Purpose: _________________________________  Approx. No. of Guests _______

Number of guests under 18: _____________

Property owner must provide one adult chaperone for each 10 people at an event for children under 18 or a college age party. Please list below the names of the adult chaperones that will be in attendance:

______________________________________________________________________

______________________________________________________________________

NOTE OF CAUTION: The Emerald Pointe Owners Association reserves the right to deny a reservation to any property owner hosting a party for guests under the age of 18 unless the owner can satisfactorily assure the Association that proper and adequate adult supervision will be provided.  For liability purposes, owners hosting events including underage guests must make provisions to insure the safety of these guests.

(turn page over)

Further provisions:

1. Reservations must be made at least two weeks in advance of the event.

2.
A $60.00 Clubhouse cleaning deposit check to Emerald Pointe Owners Association must be submitted at the time of reservation. The owner may opt to clean the clubhouse by 9:00 a.m. the following day in which case the $60.00 check will be returned. Cleaning after the event to include:

a.  Removing and disposing of all trash from the clubhouse and pool areas.

b.  Sweep/hose pool deck. Wipe down pool furniture as needed.

c.  Sweep and wet mop floors in restrooms.

d.  Flush all toilets, wipe down sinks with a damp cloth.

3.
The property owner reserving the facility is responsible for all damages to the facility

by himself or his guests, and by signature of this agreement acknowledges such.
4.
Owner will be notified of any damages within three business days of the event, and will be expected to reimburse the association for all damages within twenty business days.

5.  
Property owners may not reserve the facilities for events in which guests must pay an entrance fee or purchase any items at a profit to the property owner or any other person or entity. The facilities may not be used for any illegal purpose.

6.
Liability Insurance: The property owner’s Homeowners Insurance Policy will be the primary liability insurance for special events held at the facility (the association’s liability policy is secondary). Proof of homeowners insurance must be on file with the signed copy of this reservation agreement before the event. 
I have read this agreement in total and am aware of my responsibilities and liabilities in fulfilling same.

Signed ______________________________________ Date: _______

Witness: _____________________________________ Date: _______

	Emerald Pointe Owners Association

	Section: 10
	Subject:  Social Activities Committee

	Issue Date:  Board approved 11/10/2003
	Preparer:  Social Activities Committee


10.1
Goal:  The goal of this committee is to organize regular social events to enhance enjoyment and provide congenial social events for both children and adults of the neighborhood.

10.2
Responsibilities:  This committee shall organize and carry out social activities for children and adults in the community environment.

10.3
Activities:  A monthly or bi-monthly social activity is suggested with specialty seasons of the year being emphasized.  Generally these events should be diverse enough so that most residents would be apt to attend one or more.  Suggested activities are: Valentine banquet, spring Annual Meeting social, swim party for children, July 4th fireworks, October pumpkin carving for children, Easter egg hunt for children, December caroling, dinners at better restaurants, and cocktail parties by the pool.  

10.4
Christmas Decorations:  The committee shall solicit neighborhood participation and see that the entrances are decorated for Christmas holidays, and then remove and store decorations safely in the clubhouse.

10.5 
Notice of Events:  Invitations/flyers to all events should be given at least 2 weeks prior to any event.  Web site notice should be included.

10.6
Composition:  This committee shall be chaired by a resident owner and include at least two other owners.  A sub-group to plan children’s events is a practical approach.

	Emerald Pointe Owners Association

	Section: 11
	Subject:  Welcome Committee 

	Issue Date:  Board approved 5-07-08
	Preparer:  Welcome Committee


11.1
Goal:
The goal of this committee is to welcome newcomers to Emerald Pointe.

11.2 Responsibilities:  The committee should maintain an awareness of new arrivals/departures to/from the community.  The committee should initiate friendly contact with new residents by a telephone call within one week of their arrival if possible, with a visit made immediately after.

11.3
Composition:
This committee shall consist of at least two members who are permanent residents of Emerald Pointe.

11.4     Departing/Deceased Residents

11.41 Departing Residents:  The welcoming committee should bid farewell to residents who are leaving Emerald Pointe with a goodbye card or other acknowledgment on behalf of all residents of E.P.

11.42 Expressing Sympathy for Deceased Residents:   Emerald Pointe, being a community of caring and considerate people, recognizes the importance of support and sympathy following the death of a resident.  The committee is authorized to use its discretion in purchasing, ordering or having delivered appropriate flowers, plants, cards, memorials, food, etc.  The cost shall not exceed $60 plus taxes per occasion. 

 11.5  
Information Packets: The committee should prepare information packets for distribution to new residents. The information packet should contain (1) local information about Emerald Pointe and about Oconee County and South Carolina, and (2) a key to clubhouse if the family has not already received one.  Information about Emerald Pointe should include - newsletter, trash pickup, social activities, by-laws, cable television, clubhouse/pool guidelines, copy of covenants, EPOA directory, website, and any other information that the new resident may need. Consider informational material from various local groups for inclusion, e.g. FOLKS, KOBA, and Seneca Chamber of Commerce.

11.6
Information Query:  The committee should obtain general owner information freely given, using the “Owner Information Query” (EPOA Form 11.6a).  This information form, if completed by the new owners, will be retained by the Chair of the Welcoming Committee for preparation of an article to be included in the next newsletter article. Also, copies should be given to the Treasurer (to update his/her address list), the Directory/Archive Committee Chair, the Board Secretary, and the Chair(s) of any committee(s) in which the new residents show interest.

Index of Subsection

11.6a
Owner Information Query

	Emerald Pointe Owners Association

	Subsection: 11.6a
	Title:  Owner Information Query

	Issue Date:  Board approved   11/10/2003
	Preparer:  Welcome Committee


Names __________________________________________

New Address __________________________________________________

Telephone number(s) ____________________________________________

Email address _____________________________________

Children/Birth dates: __________________________________________________

(living at home)

Occupation: Husband ____________________________________________



Wife    ______________________________________

Other information of interest: ______________________________________________

(where from, etc)

Hobbies/interests:


Husband: ________________________________________________________


Wife: ___________________________________________________________


Children: ________________________________________________________

Would serve on the following committees:


Covenants

Landscape

Welcome

Finance



Social Activities
Pool/Clubhouse
Newsletter


Board of Directors
Boat Slip

Adopt-A-Highway

Comments: 

	Emerald Pointe Owners Association

	Section: 12
	Title:  Community Relations Committee 

	Issue Date:  Board approved 4-28-09
	Preparer:  Community Relations Committee


12.1     Goal:
The goal of this committee is to establish an open line of communication between Emerald Pointe owners and various community organizations.  


This parallels our STATEMENT OF PURPOSE as written in the Declaration of Covenants, Conditions and Restrictions which, in part, says that the Association “. . . desires to ensure the attractiveness of the Development, to prevent any future impairment thereof, to prevent nuisances and enhance the value and amenities of all properties within the development . . .”
12.2
Responsibilities:  The committee shall be responsible for keeping abreast of activities that may impact the EPOA community, and participating/attending outside organization meetings where appropriate, as well as subsequent reporting.
12.3
Community Organizations:  The committee shall monitor local organizations. 
12.4
Composition:
Considering the number of meetings to be attended and probable individual conferencing with community organization leaders and members, the committee should have at least four members.

12.5
Personal Opinions vs. Official EPOA Opinions:  The Board realizes that committee members will be called upon at various meetings to state Emerald Pointe’s stance on an assortment of issues. It is impossible for committee members to check with the Board on the spur of the moment.  It is likewise impractical for the committee to be required to submit every minor issue to the Board.  Therefore, the Board directs the committee members to use language such as, “It is my opinion that Emerald Pointe Lot Owners would take the following stand.”  Committee members are permitted to express their own personal views on matters that arise at meetings provided they state a disclaimer such as, “It is my personal view that . . .”  Any matter that the committee feels needs an official Emerald Pointe response is to be referred to the Board.

Emerald Pointe Owners Association

Policy Manual
Forms

The purpose of this segment of the Policy Manual is simply to repeat all forms for ease of locating.  

Forms:

2.8
Boat Slip Rules

3.5a
Covenants Report Form

3.6a
Construction Guidelines

5.52
Reserve Data Input Form

8.21a
Nomination Form

8.22a  
Proxy Voting Form


9.9
Pool and Clubhouse Rules


9.10
Guest and Party Rules


9.11
Pool and Clubhouse Reservation Agreement


11.6a
Owner Information Query

	Emerald Pointe Owners Association

	Subsection: 2.8
	Title:  Boat Slip Rules

	Issue Date:  Board approved 11/10/2003
	Preparer:  Boat Slip Committee


1.
The boat slips are for the exclusive use of owners of boat slip lots, their families, guests, and invitees.

2.
Swimming is not allowed in the marina area.

3.
Overnight mooring at the end of the piers is not permitted.

4.
Boats that present an imminent danger to the piers, boat slips, or other boats due to fire, potential sinking, or other dangerous situation, will be moved a safe distance away from the marina and dealt with appropriately.

5.
A boat slip owner is responsible for any damage caused by him/her or by individuals using the owner’s slip with the owner’s permission.

6.
A boat slip owner may not rent his slip to another individual or entity.

7.
Boat slip electrical outlets are for the exclusive use of the boat slip owners. Cords may not be run from an outlet for more than 24 hours at a time.

These rules pertain to all Emerald Pointe owners, their families, guests, tenants, and invitees unless an exception is otherwise granted by the Board upon recommendation of the Boat Slip Committee.

	Emerald Pointe Owners Association

	Subsection: 3.5a
	Title:  Covenants Report Form

	Issue Date:  Board approved 04/25/2007
	Preparer:  Covenants Committee


Report No.___________ (to be completed by Committee)                    Date Received _________

Please check one: 
____This is to report a covenants violation  

____This is a request for information

Violation Section

I (we) believe the following is a violation of EPOA covenants, Article__________, Section________.

On lot number or at address: ______________________________________________________

Observed condition _____________________________________________________________

Date(s) observed ______________________________

I (we) spoke with the owner(s) of the aforementioned lot on or about (give date) ______________ in an unsuccessful attempt to resolve the observed condition.  I (we) have informed him/her/them that we are going to pursue this matter through the Covenants Committee.

Signed _______________________________  Telephone number _______________________

Address ______________________________________________________________________


Inquiry Section

This is a request for information/clarification of covenants regarding the following planned project or activity (attach plans, sketch or drawing if appropriate).

My specific question is: __________________________________________________________

 _____________________________________________________________________________

____Please call me to arrange a site visit

____Please respond in writing only

Signed ________________________________Telephone number________________________

Address_______________________________________________________________________


Determination Section:

The committee has reviewed the above and has determined that it is / is not covered under the Article and Section referenced above by the complainant.  The committee has determined that the above condition is / is not a violation.  

Discussion: 

Date__________________   Chair Signature  _______________________________

	Emerald Pointe Owners Association

	Subsection: 3.6a
	Title:  Construction Guidelines 

	Issue Date:  Board approved 12/08/2003
	Preparer:  Covenants Committee


The intent of this listing is to provide a quick reference to the covenants specifically concerned with construction activities.  It is by no means all-inclusive, but should be a handy guide to the critical issues.  Please review the actual covenants and restrictions for more detailed information.

References:


Article VIII, Restrictions; Amendments; & Exhibit D 
Building type:
Only private single-family residential or recreational dwellings allowed

Maximum 2 ½ stories above the ground

No mobile, modular or shell homes permitted

No detached outbuildings, trailers, or houseboats may be used as a residence at any time

Minimum dwelling size: (heated, finished, interior living spaces)


Waterfront:
One story, 1600 square feet




1½, Bi-level, or 2½ story, 1800 square feet (1000 on main floor)




Tri level, 1800 square feet (1000 on 2 upper floors)


Interior:
One story, 1400 square feet




1½, Bi-level, or 2½ story, 1600 square feet (1000 on main floor)




Tri level, 1600 square feet (1000 on 2 upper floors)

Construction and Quality:

New, good grade materials, constructed in a proper workmanlike manner.

Solid brick, concrete block, or poured concrete foundation.  Concrete foundation must be covered with brick, stone, or stucco-like material.  No exposed concrete or cement blocks.


No asbestos shingle, imitation brick, or stone-roll siding.

Outbuildings must be aesthetically comparable in cost, design and materials to the exterior of the dwelling.


All buildings must have not less than 6 in 12 inch roof pitch, & not less than 12" overhang.

Roof materials may be slate, cedar shakes, tile or fiberglass.  No tin or rolled roofing.  Construction must be completed within one year of start.


No temporary structures are allowed.

Setbacks:
Generally 50' front, 10' side and 50' from the waterfront lot line (not the water).  Interior lots 35' rear. This includes buildings, porches, and decks.  Corner & cul-de-sac lots vary so check the plat map.

Fences and walls:
Except for split rail fencing, none permitted nearer the street side than the face of the dwelling.  Otherwise none over 6' high, with at least 30% open to view.  Board may approve variance for height and/or openness for boundary lines on the exterior perimeter of Emerald Pointe.  No chain link or other metal fencing permitted except that 2"x4" metal mesh may be used with split rail fencing within rear and side yards to contain animals or children.

Antennas, Satellite Dishes, Discs:
No freestanding closer than 75' to the waterfront lot line, or within any setback area, or visible from the street.  Satellite dishes greater than 2' must be black mesh type.  Roof-mounted antennas may extend not more than 10' above the roofline.

Off street parking/storage:
You must have a paved driveway big enough to park two cars off the street before you move into your home.

You may not park or store any kind of boat on trailer on the property unless it is in an enclosed structure, and not within the 50-foot waterfront setback.  Trailers must be substantially hidden from public view and not within the 50’ waterfront setback.

No one may reside in any kind of mobile home, camper, boat, or recreational vehicle.

Diligent Construction:
Prior to any earth disturbing activity a stone construction drive shall be installed, extending at least 50' from the roadway.  This should be installed in the same location as the proposed driveway to minimize earth-disturbing operations.  Minimum 6" thick by 10' wide to be installed, preserved, and replaced as needed to comply.

Once started, complete your construction and landscaping within a reasonable time, one-year max on building exterior, reasonable as necessary for completion on other improvements.

Repair any damage done to the street, curb or common areas.

Keep the adjoining properties, areas and streets free of dirt, mud, and trash from your construction activity.  If it inadvertently happens, get it cleaned up quickly.

Keep construction debris from becoming unsightly on your own lot.

Provide for erosion control during earth disturbing operations.  This means properly constructed silt fences or other means to prevent storm water from washing dirt and silt into the streets and/or the lake.  It means checking after rainfalls to correct and/or perform damage control.  The object here is to keep the mud and silt out of the lake and off the streets.

You may be assessed for actual costs if others are required to clean up for you, so you may want to get some agreement on responsibility from your contractor on these points.
Public water system:
No well may be constructed for the purpose of providing domestic water supply.

Tree and shrub removal:
Trees, shrubs, and ground cover within the 50' waterfront setback (from the lot line markers) are considered “protected” vegetation, and clearing and cutting is generally not permitted without permission of the Board.  Trees greater than 6" in caliper (chest high measurement) in this area may not be removed without specific permission from the Board.  Practical exceptions are dead and diseased trees may be removed, underbrush selectively cleared, under story thinned for better views, and trees may be “limbed up”.  

Furthermore, of other areas cleared, at least 50% (excluding the built upon area) must be replaced with grass and such grass shall be maintained, unless the Board approves an alternate landscape plan.

Docks and Piers:
You may construct one dock or pier or combined dock and pier (approved by Duke Power).  It must be low profile (no two level) and of open design to minimize obstruction of neighbors’ view.

	Emerald Pointe Owners Association

	Subsection: 5.52
	Title:  Reserve Data Input Form

	Issue Date:  Board approved 5/05/04
	Preparer:  Finance Committee


Landscape Assets


                Initial Year    Current Condition    How long       What is the replacement     Currently needed repairs


      Purchased
  (poor, fair, very        will it last?        cost in today’s dollars?     or desired enhancements



       (if known)
   good, excellent)





        (give cost)

Irrigation System


Bushes & Plants


Other Items

(please specify below)
Identify the professional(s) making the above assessments: 

______________________________________________________

(page 1 of 4)

Subsection 5.52 (Reserve Data Input Form) continued

Marina Assets



                   Initial Year     Current Condition      How long     What is the replacement    Currently needed repairs



      Purchased
  (poor, fair, very         will it last?       cost in today’s dollars?     or desired enhancements


         (if known)
   good, excellent)





                      (give cost)

Boat slips 

and piers


Bridge

Pathway electrical

power

Note:  It is impractical to analyze the pathway before and after the bridge separately.  It is simply listed separately to accurately identify which lot owners will shoulder the payment of reserves.  Boat Slip and Pool/Clubhouse Committees should coordinate on this part of the study.


Pathway 
(after bridge)


Other Items

(please specify

    below)
Identify the professional(s) making the above assessments: 

______________________________________________________

(page 2 of 4)

Subsection 5.52 (Reserve Data Input Form) continued

Cabana Assets



                   Initial Year     Current Condition    How long       What is the replacement    Currently needed repairs



      Purchased
  (poor, fair, very       will it last?    cost in today’s dollars?     or desired enhancements


       (if known)
   good, excellent)





   (give cost)

Cabana (including
Items attached to

the building)

                    Roof


             Structure


                  Deck



Furniture

    Septic System


         Picnic Area


     

     Other

Identify the professional(s) making the above assessments: 

______________________________________________________

(page 3 of 4)

Subsection 5.52 (Reserve Data Input Form) continued

Cabana Assets Continued



                   Initial Year     Current Condition     How long      What is the replacement    Currently needed repairs



      Purchased
  (poor, fair, very        will it last?    cost in today’s dollars?     or desired enhancements


       (if known)
   good, excellent)





     (give cost)

Pool (including all

piping and concreted

area inside fence)

                 Fence

            Pool filter


Furniture


Parking lot

Note:  It is impractical to analyze the pathway before and after the bridge separately.  It is simply listed separately to accurately identify which lot owners will shoulder the payment of reserves.  Boat Slip and Pool/Clubhouse Committees should coordinate on this part of the study.


Pathway (parking 

lot to bridge)
Other Items 
(please specify

    below)
Identify the professional(s) making the above assessments: 

______________________________________________________

(page 4 of 4)

EPOA Form #8.21a



Nomination Form

Lot Owner,

Please fill out the appropriate section(s) and return to any member of the nominating committee.  The year committee members are _______________________, _________________________, and _____________________.  If preferred, the form may be mailed to the Emerald Pointe Owners Assn., P.O. Box 2141, Seneca, SC 29679.


Nomination

I wish to nominate myself or, ___________________________, for a position on the Emerald Pointe Owners Association Board of Directors and request that the name be placed on the ballot at the year annual meeting.  The person that I place in nomination is aware of my actions and agrees to stand for election.
____________________________

(print your name)

____________________________

________________


(signature)




(date)

EPOA Form # 8.22a  



PROXY VOTING FORM
I, _____________________________________, Owner of Lot #_________________
                (Print name of lot owner)                                                         (Lot number)

designate_____________________________________to vote on my behalf on any matter, including 



(Print individual’s name)
election of Board member(s), at the (year) Emerald Pointe Owners Association, Inc. Annual 

Meeting.

Date____________________  Signature______________________________________

If you are unable to attend the Annual Meeting, please complete this proxy form and deliver to the individual Lot Owner to whom you are granting your proxy, or mail to the Board Secretary of Emerald Pointe Owners Association, Inc., P.O. Box 2141, Seneca, SC   29679 no later than (date).  Only SIGNED and DATED proxies will be accepted.
	Emerald Pointe Owners Association

	Subsection: 9.9
	Title:  Pool and Clubhouse Rules

	Issue Date:  Board approved 12/08/2003
	Preparer:  Pool/Clubhouse Committee 


Pool and Clubhouse Rules

*
The pool and clubhouse facilities are for the use of Emerald Pointe property owners, their children, and their guests. (The term property owner does not refer to a property owner’s child regardless of the child’s age.)

*
Pool hours are from 9:00 A.M. to 11:00 P.M. daily.

*
No lifeguard will be on duty.

*
Front gate must be locked at all times, even when you are using the pool.  The side gate should remain open.  The last person leaving the pool should lock the side gate.

*
Children 12 and under must be accompanied by an adult.

*
Property owners should insure that their children and guests do not interfere with the enjoyment of others.

*
No adult or child should swim alone.

*
Running, diving, and rough play in or out of the pool is prohibited.

*
Skateboards, roller blades, scooters, and bicycles may not be ridden inside the gated pool area.

*
Glass and breakable items may not be brought into the pool area.

*
No food or drink is permitted in the pool.

*
All food and drink spills must be cleaned up completely in order to prevent problems associated with ants, bees, etc.

*
Avoid swimming if you have a cold or infection.

*
Shower before entering the pool.

*
No pet is allowed in the gated pool or clubhouse area.

*
Observe all rules posted on the clubhouse wall.

*
The clubhouse telephone is for emergency calls only. Non-local calls are blocked.

*
Wipe shoes or feet before entering carpeted area of meeting room.

*
Report any problems at the pool or clubhouse to a member of the Pool Committee or Board of Directors.

*
Persons using the pool and clubhouse area should refrain from loud and boisterous activity in deference to nearby residents.

*
A calendar of scheduled activities will be posted inside the display case at the front gate.

*
Pool may be closed for the following reasons:

1.) The addition of chemicals

2.) To perform necessary repairs

3.) If ordered closed by Oconee County Health Department or DHEC

*
Property owners may use the clubhouse meeting room by advanced reservation.

	Emerald Pointe Owners Association

	Subsection: 9.10
	Title:  Guest and Party Rules 

	Issue Date:  Board approved 12/08/03
	Preparer:  Pool/Clubhouse Committee


Guest Rules

*
The property owner must assume all liability for any guests.

*
Overnight houseguests and family members, over age 12, may use the pool without the owner being present.

* 
Otherwise, property owner must accompany any invited relatives, friends, or guests to the pool.

Party Rules

*
Property owners reserving the pool and clubhouse facilities are solely responsible for the facilities during the event, must be the host of the event, and must be present during the entire event.

*
All association members are free to use the pool during the reserved time.

*
Members must complete a Pool and Clubhouse Reservation Agreement (EPOA form 9.11) available from the Board Secretary, the Pool/Clubhouse liaison, or the Pool/Clubhouse Committee Chair and submit it to the Chair.
*
A $60.00 cleaning deposit is required to make a reservation. (This will be refunded if the facility is cleaned prior to 9:00 A.M. the day following the party.)

*
The property owner reserving the facility is responsible for all damages to the facility by the attendees and must sign an agreement stating such an understanding.

*
The property owner’s Homeowner’s Insurance Policy will be the primary liability insurance for special reserved events held at the facility. Proof of current homeowners insurance must be on file with the signed copy of the Pool and Clubhouse Reservation Agreement. 

*
Take party trash home.

*
Turn off lights, water, and air conditioner before leaving facility.

*
No cars, trucks, or trailers are permitted on the boat path.

	Emerald Pointe Owners Association

	Section: 9.11
	Title:  Pool and Clubhouse Reservation Agreement

	Issue Date: Board approved 12/08/03
	Preparer:  Pool and Clubhouse Committee


Please read this agreement carefully. Your reservation is not assured until a signed copy of this agreement and the cleaning deposit are on file with the Pool Committee.

Property owners may reserve the pool and clubhouse for pool parties. The property owner reserving the facility is solely responsible for the facilities during the event, must be the host of the event, and must be in attendance during the entire event. The term property owner refers to the owner of property in the Emerald Pointe Subdivision and does not refer to a child of an owner regardless of the child’s age. Use of the Pool and Clubhouse may not interfere with the normal use of the facilities by other property owners. Pool hours are from 9:00 A.M. to 11:00 P.M.

Reservation Date: _________      From:_________   To:__________ (hours)

Name: ___________________________________________________________

Address: _________________________________________________________

Lot Number: _________

Phone: _______________________________

Purpose: _________________________________  Approx. No. of Guests _______

Number of guests under 18: _____________

Property owner must provide one adult chaperone for each 10 people at an event for children under 18 or a college age party. Please list below the names of the adult chaperones that will be in attendance:

____________________________________________________________________________

____________________________________________________________________________

NOTE OF CAUTION: The Emerald Pointe Owners Association reserves the right to deny a reservation to any property owner hosting a party for guests under the age of 18 unless the owner can satisfactorily assure the Association that proper and adequate adult supervision will be provided.  For liability purposes, owners hosting events including underage guests must make provisions to insure the safety of these guests

(turn page over)

Further provisions:

1. 
Reservations must be made at least two weeks in advance of the event.

2.
A $60.00 Clubhouse cleaning deposit check to Emerald Pointe Owners Association must be submitted at the time of reservation. The owner may opt to clean the clubhouse by 9:00 a.m. the following day in which case the $60.00 check will be returned. Cleaning after the event to include:

a.  Removing and disposing of all trash from the clubhouse and pool areas.

b.  Sweep/hose pool deck. Wipe down pool furniture as needed.

c.  Sweep and wet mop floors in restrooms.

d.  Flush all toilets, wipe down sinks with a damp cloth.

3.
The property owner reserving the facility is responsible for all damages to the facility by himself or his guests, and by signature of this agreement acknowledges such.

4.
Owner will be notified of any damages within three business days of the event, and will be expected to reimburse the association for all damages within twenty business days.

5.  
Property owners may not reserve the facilities for events in which guests must pay an entrance fee or purchase any items at a profit to the property owner or any other person or entity. The facilities may not be used for any illegal purpose.

6.
Liability Insurance: The property owner’s Homeowners Insurance Policy will be the primary liability insurance for special events held at the facility (the association’s liability policy is secondary). Proof of homeowners insurance must be on file with the signed copy of this reservation agreement before the event. 
I have read this agreement in total and am aware of my responsibilities and liabilities in fulfilling same.

Signed ______________________________________ Date: _______

Witness: _____________________________________ Date: _______

	Emerald Pointe Owners Association

	Subsection: 11.6a
	Title:  Owner Information Query

	Issue Date:  Board approved   11/10/2003
	Preparer:  Welcome Committee


Names __________________________________________

New Address __________________________________________________

Telephone number(s) ____________________________________________

Email address _____________________________________

Children/Birth dates: __________________________________________________

(living at home)

Occupation: Husband ____________________________________________



Wife    ______________________________________

Other information of interest: ______________________________________________

(where from, etc)

Hobbies/interests:


Husband: ________________________________________________________


Wife: ___________________________________________________________


Children: ________________________________________________________

Would serve on the following committees:


Covenants

Landscape

Welcome

Finance



Social Activities
Pool/Clubhouse
Newsletter


Board of Directors
Boat Slip

Adopt-A-Highway

Comments: 

