
HOA Procedures/Checklist
Monthly
· Pay bills – Webb’s Landscape Management, water, electric, etc.
· Reconcile bank account; verify bank account for draft amounts of electric and water 

· If applicable, on 1st or week of send out past due assessment letter(s) ($50 initial late fee added if not received by 1/31 then $25 per month late; details below)

· March through October – voting and awarding of YOM; take picture, send to post on website
Quarterly

· Newsletter (financials provided in newsletter twice a year; newsletters to be sent: January with/financials, April, July with financials, October)
· Board meeting (minimum of quarterly per bylaws) every other month suggested.
Annually

· Annual audit by audit committee (Treasurer Ex-Officio + volunteer) review statement of income & expenditures to be presented at annual meeting (audit in June or July).  
· Update Franchise Tax with Texas State Comptroller (CPA can do this); see details below
January (1st Quarter)
· Board meeting (for 1st quarter)

· HOA assessments due 1/1 (or as set by board, letter mailed 12/1 gives 30-day notice)
· File receipts of assessments paid in each homeowner’s folder

· Reconcile assessments received thru 1/31, provide list of delinquents to board 
· Initial late fee:
$50 if not received by 1/31
· Monthly late fee: $25/mo. if not received by 1st of month

· Review end-of-year financials from prior year

· Send out 1st quarter newsletter by end of January include end-of-year financials and budget for new year
February

· Deliver taxes by end of month to Rasco & Rasco for preparation, complete Texas State Comptroller Forms:  Forms 05-163, 05-102, 05-141.  Secretary/Treasurer signs and mails forms and taxes.
March 
· Board meeting (every other month) 

· Insurance premium due – agent Billy King (due in March or April)

· Annual PO box rental payment reminder
April (2nd Quarter)
· Board meeting (for 2nd quarter)

· Send out 2nd quarter newsletter 

May

· Board meeting (every other month) 
June 
· Set date of annual meeting (Tuesday or Thursday 3rd week of August 7pm); Secretary/treasurer to reserve Alsbury Baptist Church for meeting

· Annual audit by internal audit committee to approve statement of income and expenditures to be presented at annual meeting (June or July)

HOA Procedures/Checklist 

July (3rd Quarter)
· 4th of July social event at park (if applicable)

· Board meeting (for 3rd quarter and every other month) 
· Send out 3rd quarter newsletter
· Preparation for annual meeting
· Annual audit by internal audit committee to approve statement of income and expenditures to be presented at annual meeting (June or July)

· Recruit new board members, name members of nominating committee, consider adding nomination form to website
· Send out notice of annual meeting minimum of 15 days before meeting; send out by August 1st at latest.  Include proxy vote, financials, tentative agenda, statement of income and expenditures approved by audit committee, last year’s annual meeting minutes
August

· Brief board meeting to review preparation for annual meeting

· Annual meeting of homeowners 3rd week of August – must have quorum 25% of 76 lots (19 homeowners present or via proxy) to conduct business
· Prepare sign-in list for homeowners by address

· Bring any proxy votes received
· Print and bring ballots
· Prepare agenda and powerpoint, get projector 
· Bring refreshments

· Provide copies of minutes and financials meeting for review and approval

· Update signature card at EECU with new board member(s); meeting with new board late August or early September.
September

· Board meeting (1st of month for “changing of the guards”).  
· Fall festival planning – set date and proposed budget, if applicable
October (4th Quarter)
· Send out 4th quarter newsletter, announce new board member(s) and goals 

· Begin planning for progressive dinner (if applicable) – set date & budget
November

· Board meeting (every other month); set budget for coming year
· Entry lighting by Lightin’ Up Texas:  Mark Hall/Greg Wasik (phone numbers below)

December 
· Assessments – double check property tax online verifying property owner

· http://www.johnsoncountytaxoffice.org/accountSearch.asp
· Search by property location.

· Assessment letters mailed out on or before 12/1 (due date 1/1)

· Progressive Dinner, if applicable
Officer and Committee Information 

Officer Duties

The officers of the Corporation (President, Vice-President, and Secretary/Treasurer) are elected by the Directors. The Board of Directors consists of three (3) Directors. The Directors are elected at the annual meeting of the Members.  Each Director is elected for a term of two (2) years. The Directors serve without compensation. If any vacancies occur in the Board of Directors, for any reason, a majority of the Directors then in office may choose a successor to serve for the unexpired term. The following Directors have been elected by the Members.

Officers and their Duties

The President shall preside at all meetings of the Board; shall see that orders and resolutions of the Board are carried out, shall sign all leases, mortgages, deeds, and other written instruments and shall co-sign all checks and promissory notes. 

The Vice-President shall act in the place and stead of the President in the event of his/her absence, inability or refusal to act, and shall exercise and discharge such other duties as may be required of him/her by the board. 

The Secretary shall record the votes and keep the minutes of all meetings and proceedings of the Board and of the members; keep the corporate seal of the Association and affix it on all papers requiring said seal; serve notice of meetings of the Board and of the members; keep appropriate current records showing the members of the Association together with their addresses, and shall perform such other duties as required by the Board.   The Treasurer shall receive and deposit in appropriate bank accounts all monies of the Association and shall disburse such funds as directed by resolution of the Board; shall sign all checks and promissory notes of the Association; keep proper books of account; cause an annual audit of the Association books to be made by a public accountant at the completion of each fiscal year; and shall prepare an annual budget and a statement of income and expenditures to be presented to the membership at its regular annual meeting and deliver a copy to the members.

Committees
ACC – Architectural Control Committee

Reviews and approves projects submitted by homeowners.  Before beginning a project, homeowners need to complete and submit for approval an application for architectural change to an ACC member.  Examples include installation of pools (with the exception of temporary wading pools).  All city permits are the responsibility of the homeowner.  Above-ground pools are not allowed in Castle Hill.  Backyard buildings and playground equipment that may be visible from the street must also be approved.   This information is meant to serve as a guide and homeowners should refer to Declaration of Covenants to make sure their project is in compliance.   Members:  Scott Atwood* chairman, John Merk, Kyle Smith

Audit





Communications

Performs audits of HOA account 

Prepares the HOA newsletter.

(Treasurer ex-officio member)

Sheri Campbell-Husband
Onita Holton







Flag Committee

Hangs flags at entrance.  Members:
Dann Munro and Charlie Osborne

Landscape

Oversees landscape for the HOA at the entry and at the park including irrigation.  Communicates and coordinates with landscape contractor(s).  Chairman:  Jerry Ryan

Information for Board
Accountant:

Rasco & Rasco, P.C.

Bruce & Jeff Rasco
Certified Public Accountants
110 S.W. Thomas
P.O. Box 309        

Burleson, TX 76097
Phone:  (817) 295-2202        

Fax (817) 295-3768

File Texas State Comptroller Forms annually with taxes:  Forms 05-163, 05-102, 05-141, signed by Secretary/Treasurer.

Bank:

Educational Employees Credit Union

Account:

Christmas Lights:

Lightin’ Up Texas
Mark Hall – 817-999-6236

Lights hung mid November and removed 1st of January, stored by Mark.  Cost $250.

Federal Tax ID and State Tax IDs:

75- __________ (available from secretary/treasurer)
No longer not-for-profit as gas leases were signed by homeowners in the neighborhood and State Comptroller considered this commercial.
Electric Service for Light Poles:

TXU Electric/Oncor 

888-313-4747


Electric Bill Account Numbers:
1) For Park
2) For entry

HOA Documents – on website at www.castlehillhoa.org/board-docs.htm (not searchable via internet, but “hidden”).
Lawyer on Retainer: 

Law Offices of Cecilia A. Thomas

PO Box 10129

Fort Worth, TX 76114

Phone # 817-332-6930
New Member Info:

If transfer fee collected, give $25 gift card (Home Depot) along with folder of information (PDF file to print from website: CH HOA New Resident Packet).  CHHOA Welcome (Word document for creating part of PDF packet) is on website.  New resident packet can include bylaws and covenants if did not receive from title co. but these are available on website.

Website Details
Website Designer/Webmaster:  

Bob Kenney

6909 Barby Lane

Orlando, Florida 32812

bkenney@cfl.rr.com or bkenney@questmedicaloutfitters.com>

(407) 466-6735

Billed at $40/hr.  Bob sends spreadsheet periodically for payment.  He does not charge for tasks that take less than 5 minutes to perform.
Website Address:

Castle Hill Home Owners Association

www.castlehillhoa.org 

ISP Information:

Hosted by: Dream Host

Name Servers: 

NS1.dreamhost.com

NS2 dreamhost.com

NS3 dreamhost.com

FTP Information:

IP Address: castlehillhoa.org

Username: flagstone

Password: culdesac805

Contact Information

Raina Smith

Cell:817-320-6189

Work: 214-648-3003

Raina.Smith@UTSouthwestern.edu
Lee Roden

Cell: 817-648-5364

Home: 817-447-9719

therodenstx@gmail.com
E-Mail accounts:

webmaster@castlehillhoa.org forwards to bkenney@cfl.rr.com password bk0848

info@castlehillhoa.org forwards to bkenney@cfl.rr.com password bk0848

Webmail admin at www.dreamhost.com
Login info is:

therodenstx@gmail.com
Password culdesac805

Updates of Information and Documents 

(Ongoing and For New Board Members)
Documents saved on thumb drive; select documents on unsearchable area of website:


http://www.castlehillhoa.org/board-docs.htm

Information that needs to be updated regulary:

1) Resident directory when new family moves in from new resident information form

a. File completed form in secretary’s property folder

b. Add information to Excel spreadsheet:  CHHOA Member List
2) Website – Coordinate with Bob to update and upload the following:

a. YOM with picture of winner

b. Upload meeting minutes

c. Newsletters

d. Update the right sidebar sections in What’s New and New Neighbors section

i. Send last name and address of new move-ins

ii. Send any newsworthy events/items.
For each year that board members change, the following items need to be updated:

1)  Website

a. Contact Bob Kenney, webmaster, to change email addresses of board email address:  board@castlehillhoa.org along with the following items.
b. About Us page – Under Title Company section, update the secretary’s phone number.  
c. Board Member page – Update new board members’ names and email addresses as applicable.

2) Forms

a. Update any forms if committee or board members change which include the following:

i. ACC Form.doc (saved on thumb drive and on website board-docs page); in Board Procedure book under ACC Form tab and in Welcome Packet section.
ii. New Resident Information.doc – change committee and/or board member names; in Board Procedure book under Welcome Packet tab.
Welcome Packet for New Residents 

1) Welcome packet for new members is distributed in a folder to those who pay a transfer fee and includes the following: 
a. Distribute in report folder (with label on outside “Castle Hill Estates Resident Information Packet”)

b. $25 gift card to Home Depot

c. Include New Resident Information Form, ACC Form, Articles, By-Laws and Declaration of Covenants (as assembled in the Welcome Packet section of Board Procedure book)

d. Most recent newsletter if available

e. Burleson Rotary Club Flag Program (Raymond West is contact at 215 Castle Hill Dr.)  
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