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Swan Lake Homeowners, Inc.

261 Swan Lake Drive, Jackson MS 39212

Guidelines and Timeline for the 
SLHO Board of Directors and Committees

President

The President shall be the principal executive officer of the corporation and shall in general supervise and control all of the business and affairs of the corporation.  He shall preside at all meetings of the directors and members.  The president is responsible to provide for:
· annual strategic planning for the Board, Committees, and membership

· enforcement of covenants, policies, guidelines, and rules

· communications with homeowners, including landlords and renters
Vice President

In the absence of the President or in the event of his death, inability, or refusal to act, the Vice President shall perform the duties of the President and when so acting shall have all the powers and be subject to all the restrictions upon the President, except that if otherwise qualified, he may be elected to a succeeding full term as President.  The vice-president usually is responsible to provide for communications for the community (see below Communications Committee).
Secretary

The Secretary shall keep the minutes of the members and of the Board of Directors’ meetings in one or more books provided for that purpose; see that all notices are duly given in accordance with the provisions in the bylaws or as required by law; be custodian of the corporate records and of the seal of the corporation; and in general perform all duties incident to the office of Secretary.  The secretary is responsible to provide for:
· Minutes of meetings

· In collaboration with the president, notices of board, membership, and special meetings, and notices of problems with code enforcement, including assessments, pavilion parking, covenant/code violations, et al (see model letters).
· Archives of SLHO records, including financial records, events, meetings, et al
Treasurer

The Treasurer shall have charge and custody and be responsible for all funds and securities of the corporation under the direction of the Board of Directors; and receive and give receipts for moneys due and payable to the corporation from any source whatsoever; and deposit all such moneys in the name of the corporation in such banks, trust companies, or other depositories as shall be selected by the directors; and in general shall perform all the duties incident to the office of Treasurer.  The treasurer is responsible to provide for:
· Financial statements at the board and membership meetings

· Listing of members current in their annual assessments, and delinquent members after 31 March

· In collaboration with the president, development of an annual budget

· In collaboration with the secretary, notices of assessments, and archive of financial records

· Timely payments of ad valorem taxes, insurance premiums, and other fees and expenses

· Filing of annual report to IRS for tax-exempt status
Directors

Each of the Directors shall be assigned to liaison with a standing committee of the Corporation: Beautification, Hospitality, and Properties.  The Director may serve as chair or co-chair of that committee.  As committee liaison, the director is responsible to assist the committee chair with their activities and to inform the board of these activities, problems, and need for assistance.
Immediate Past President
The Immediate Past President is responsible to provide counsel with the Board of Directors on recent activities of the SLHO organization.  The past president is responsible to provide for:

· Annual inventory of SLHO properties, including holiday decorations, archives, et al

Beautification Committee

Chair: Appointed by the President, responsible to the Board and the membership.

Purpose:  The Beautification Committee is to assist with maintenance of the common properties of SLHO and encourage homeowners with property beautification.

Duties:  In collaboration with the Board Liaison:
· Appoint Beautification Committee members from around the lake (e.g., 100s, 200s/Cove, 300s/Siwell) to serve for a 1 year term.

· Maintain the two entrances and homeowners’ lot, including holiday decorations

· Encourage homeowners to provide for attractive front and lakeside yards and solid waste management, including code enforcement.

· Plan/implement the Yard-of-the-Month program (see criteria in handbook).

· Notify the Board of important activities around the Lake, including property problems or neglect, extended vacations, criminal incidents, et al.

· Attend Board and SLHO meetings to report beautification activities.

Hospitality Committee

Chair: Appointed by the President, responsible to the Board and the membership.
Purpose:  The Hospitality Committee is to welcome new residents to the Swan Lake neighborhood and assist with community events.

Duties:  In collaboration with the Board Liaison:
· Appoint Hospitality Committee members from around the lake (e.g., 100s, 200s/Cove, 300s/Siwell) to serve for a 1 year term.

· Welcome new neighbors to Swan Lake

· Compile a new neighbor's packet, including the New Neighbor letter; the SLHO handbook, directory, and latest newsletter; and a house plant.
· Visit new neighbors within 2 weeks of their moving into their home.
· Call new residents the night before an event to remind them of the event and encourage them to come meet their neighbors.

· Assist with SLHO social functions – planning, greeting, referrals, etc., possibly including:
· Spring event – clean up, fishing rodeo, social

· Fall event – clean up, National Night Out

· Holiday event – Christmas party, Santa visits

· Annual Swan Lake Yard/Garage Sale – spring or fall

· Assist the Secretary with information on new neighbors for preparation and update of the SLHO Directory.

· Notify the Board of important activities around the Lake, including high school graduations, extended vacations, criminal incidents, et al.

· Visit/Send cards from the SLHO to families with illness or death.

· Attend Board and SLHO meetings to report hospitality activities.

Properties Committee

Chair: Appointed by the President, responsible to the Board and the membership.

Purpose:  The Properties Committee is to maintain the common properties of SLHO, including the lake bed at waterline, dam, spillway, homeowners’ lot boat ramp, dock, pavilion, parking lot.
Duties:  In collaboration with the Board Liaison:
· Appoint Properties Committee members from around the lake (e.g., 100s, 200s/Cove, 300s/Siwell) to serve for a 1 year term.

· Inspect the properties, including fences and signage, at least monthly
· Provide for periodic maintenance of common properties, including:

· Stocking the lake with fish as indicated
· MDEQ damn inspections every 5-7 years

· Safety issues and trash collection on the lakeshore
· Maintain records of and issue keys and guidelines for the Lake and Pavilion lot

· Notify the Board of important activities around the Lake, including, trespassers, speeders, pet problems, extended vacations, criminal incidents, et al.

· Supervise the SLHO lake floating Christmas tree from Thanksgiving through New Years

· Attend Board and SLHO meetings to report property activities.

Communication Committee

Chair: Usually the Vice President, or appointed by the President, responsible to the Board and the membership

Purpose: The Communication Committee is to provide for ongoing communication to the membership about the SLHO community, including covenants, bylaws, handbook, newsletters, website, notices, et al.

Duties:  In collaboration with the Board of Directors:

· SLHO Directory (even years) and SLHO Handbook (odd years)

· SLHO newsletters 2-4 times annually

· SLHO website: www.swanlakehomeowners.org 

· Notices to the membership

Approved by the SLHO Board of Directors

29 March 2011
Timeline for SLHO Activities
	Unit
	January
	February
	March
	April
	May
	June
	July
	August
	Septem-ber
	October
	November 
	December

	Memb
	1st Assess-ment
	
	1st Late fee
	1st Lien
	
	
	
	
	
	
	
	

	
	
	
	Spring clean up
	4th Thu Spring

meeting
	
	
	
	
	Fall clean up
	1st Tue National Night Out 
	
	1st Mon Christmas party

	
	
	
	
	
	
	
	
	
	
	4th Thu, Fall meeting  -elections
	
	

	BoD
	2nd Thu Winter meeting
	
	
	2nd Thu Spring meeting 
	
	
	2nd Thu Summer meeting
	
	
	2nd Thu Fall meeting
	
	

	Pres
	Strategic plan
	
	
	1st Lien
	
	
	
	
	
	
	
	

	Treas
	Annual budget
	Property taxes
	
	15th IRS report
	
	
	 
	Insurance
	
	
	
	

	Prop
	Every 5 yrs Dam inspection (2005; 2010; 2015, et al)
	
	Spring clean up dam/lake
	
	
	
	
	
	Fall clean up dam/lake
	
	
	Christmas tree

	Beau
	
	
	Spring clean up entrances
	1st YoM
	1st YoM
	1st YoM
	1st YoM
	1st YoM
	1st YoM

Fall 
clean up entrances
	1st YoM
	1st YoM fall
	1st YoM holiday

Entrances

	Hosp
	
	
	Spring clean up social
	
	
	
	
	
	Fall 
clean up social
	1st Tue National Night Out 
	
	1st Mon Christmas party

3rd//4th Sun Santa visits

	Comm
	Winter newsletter

Website
	
	
	Spring newsletter

Website
	
	
	Summer newsletter

Website
	
	
	Fall newsletter

Website
	
	

	
	
	
	
	
	
	
	Even yrs - Directory

Odd yrs -Handbook
	
	
	
	
	


Code

	Memb
	Membership
	Sec
	Secretary

	Prop
	Property Committee

	BoD
	Board of Directors
	Treas
	Treasurer

	Beau
	Beautification Committee

	Pres
	President

	Brd
	Board member
	Hosp
	Hospitality Committee

	VP
	Vice President
	PP
	Past Pres
	Comm
	Communications Committee
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