Build out Board Member Roles & responsibilities
President
· Create and present agendas for monthly and annual meeting
· Chair the monthly and annual meetings
· Authorized signatory on checking account, have second checkbook to cover situations where there Treasurer is not available
· Create yearend tax filing
Vice President
· Oversite of the Grounds committee for purposes of
· Dealing with any reported issues or concerns with our service providers
· Soliciting proposals for lawn care and snow removal in November of each year so that the board can approve proposals/costs for the upcoming year’s budget 
· Coverage of the President in their absence
· Responsibility to communicate painting process in October to those owners that will be getting painted the next season
· Coordinate bidding, scheduling, payment request for the painting services
Secretary
· Take notes and publish them for board approval for all monthly, annual and special meetings
Communications and Social
· Manage the HOA website 
· Communicate via the website our events and other communications as needed
Treasurer
· Pay bills as received via check or bill pay services
· Monitor monthly HOA Dues to make sure all are received
· Create a budget for the next year and gain approval from the Board
· Compile and present a monthly financial statement of all financial transactions including all bank account holdings
· Have a revolving member of the Board review and approve each monthly financial statements and post to the HOA website after Board approval
· Create and present the annual treasures report as defined in the bylaws at the annual meeting
· Prepare the end of year Financial Statements and present to the board 
· Renew CD’s after Board approval
· Transfer monies into Paint Fund and Reserve and Repair Funds
· Maintain/update our paint cycle and funding spreadsheet and update on the website
· [bookmark: _GoBack]Perform updates to the HOA Dues ACH transactions as authorized by homeowners
