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The Zia Vista Condominium Association Policies and Procedures Handbook
This handbook shall regulate the activities of the Association Board and Management

provided it does not conflict with the Declaration, Bylaws, or the Condominium Act. It is a reference for all staff, Directors, and Committee members regarding established protocols.
This handbook may be changed or added to at the discretion of the Board of Directors. Refer to the Declaration, Bylaws, and Rules and Regulations for anything not covered in this handbook.
Revised May 12, 2009
General Procedures (Refer to the Declaration, Bylaws, Rules and Regulations and other sections of this document for anything not covered in this section.)
1.
When a resident reports evidence of pests such as rodents or roaches, an exterminator is to 
be called immediately. The Association is responsible for the cost unless the exterminator 
determines that the resident has caused the infestation (Declaration, 2.5).
2.
The Association is to monitor the condition of the concrete stair treads and to replace any 
treads that show cracks and/or rust immediately. Under no circumstances should this duty be 
put off until a tread breaks. Ignoring this maintenance presents a danger to life and limb and 
is a major liability exposure.
3.
Owners are responsible for the repair and replacement of glass in the windows and doors of 
their units. All replacement glass must be approved by the Association. If the owner does 
not repair the window, the Association may do so and assess the owner for the cost. 
(Declaration, 2.4).
4.
The Association will provide maintenance of heating, ventilation, and air conditioning 
(HVAC), but the owner is responsible for the cost of maintenance or replacing any such 
unit (Declaration, 2.4, clarified by lawyer January 13, 2009).

5.
The Association will provide maintenance and be responsible for the cost of maintenance or 
replacement of the air conditioner compressors on the roof because they are considered a 
common element (Declaration, 2.4, clarified before January 13, 2009).
6.
The Association is responsible for cleaning the clogged dryer vent pipe within the wall. The 
owner is responsible for cleaning any clogs in the dryer or the hose from the dryer to the 
wall.

7.
The space within the unit, bounded by the walls, floors, and ceilings, is the responsibility of 
the owner. This includes, among other things, appliances, cabinets, electrical and plumbing 
fixtures, furnishings, window coverings, and painting of the interior. (Declaration, 2.5)
8.
The space inside the walls and ceilings (including the wiring and plumbing) as well as the 
exterior of the building is the responsibility of the Association.

9.
If an owner requests the Association to provide a service not the responsibility of the 
Association, the owner will pay the cost of the service (Declaration, 2.5).
10.
If the Association’s insurance premium increases because of activities in or construction in a 
unit, the increase in premium shall be assessed against that unit (Declaration, 2.5).

11.
If a common expense is caused by the misconduct of a resident, the Association may assess 
that expense exclusively against the owner’s unit (Declaration, 2.5).

12.
Each unit is considered a “single-family residence.” The term “single-family residence” 
means a single housekeeping unit, operating on a nonprofit, noncommercial basis between 
its occupants, cooking and eating with a common kitchen and dining area (Declaration, 3.3). 
Roommate situations are considered single family. HUD restricts the number of occupants 
to no more than two people per bedroom.
13.
Nothing shall be altered, or constructed in, or removed from the Common Elements or 
Limited Common Elements except with the prior written consent of the Directors 
(Declaration, 3.3).

14.
The Association will provide the Owner-Landlord Guidelines with the associated 
attachments to all owners wishing to lease their property. The Guidelines outline 
requirements as well as suggestions for leasing property in Zia Vista.

15.
If an owner-landlord does not provide a copy of the lease, the Association must immediately 
send a notice to him/her (and another copy of the Owner-Landlord Guidelines) requesting it 
by a date no later than a month from the date of the 
notice.
16.
Every lease must have language that requires the renter to comply with the terms and 
provisions of the Condominium Documents and provide that the failure of the renter to 
comply constitutes a default under the terms of the lease. If it does not, the Association must 
immediately send a notice to the owner-landlord to correct the lease accordingly, to execute 
the corrected lease, and send a copy of the corrected lease to the Association. 
17.
If an owner-landlord does not comply with the Declaration requirements for the lease, the 
matter will be referred to the Association lawyer since compliance is a legal requirement.

18.
If the owner-landlord does not comply with the other requirements for renting the unit, the 
Association must contact the owner-landlord immediately to correct the situation. (See the 
Owner-Landlord Policies.)
19.
Residents must have the permission of the Association to install a dish or additional (or 
replacement cable) for TV reception, Internet connection, or phone service. The Association 
will provide a 
letter of permission for the installation (Declaration 3.5).

20.
No dish or any other item is permitted to be installed on the roof.
21.
No one other than the maintenance supervisor or his assistant is permitted on the roof, 
except for contractors approved by the Association. This insures than any roofing warranties 
will not be voided.
22.
No waterbeds are permitted on second- or third-story floors.

23.
No hard surface flooring may be installed on second- or third-story floors except in kitchen, 
laundry and bathroom areas. All carpeted areas in living room, dining room, hallway, and 
bedrooms may be replaced by carpeting over good quality padding sufficiently thick 
enough to deaden sound.
24.
Before the Financial Report and proposed Annual Budget can be presented at the Annual 
Meeting, the financial records must be audited. If the expense of a professional audit is not 
affordable, an auditing committee of two or more Condominium owners must be created to 
examine the financial accounts and certify whether the Treasurer’s annual report based on 
them is correct. If the committee finds no irregularities, the report will be endorsed “Audited 
and found correct” with the names of the members of the auditing committee, which is read 
when the Treasurer presents the annual report (Robert’s Rules of Order). The auditors shall 
a) look closely at individual expenditures in the Quicken register; b) review deposits; c) 
review fees in arrears; and d) verify the math in arriving at the totals in the past year’s 
financial report as well as the math in arriving at the totals in the proposed budget.
25.
The members of the ad hoc auditing committee may be considered members of the Finance 
Committee.

26.
Notify the mortgagee of any owner who has defaulted on any moneys owed for a period


exceeding sixty (60) days. (Bylaws 3.2.10)

27.
Issue a lien against the property of an owner who is delinquent on the Condominium fee for 
at least
two months.

28.
Issue a lien against the property of an owner who is delinquent on the water bill or fines for 
an amount of $200.00 or more.

29.
Check that contractors have completed work correctly as provided in the contract. No 
payment is to be made until the Directors are satisfied the work has been done properly.

30.
Obtain quotes that detail materials, labor, warranties, length of time, date of completion, and 
description of the work that is to be done and how it is to be done from three licensed 
contractors. If three such contractors are not available, at least two quotes are required 
provided that there are contractors who can do the work and are available to do the work in a 
timely manner. The responsibility for obtaining quotes may be assigned to the Building, 
Grounds and Architectural Committee or an 
owner willing to obtain them.
31.
The Association has no authority over personal disputes between residents. In such cases, it 
is suggested that the individuals involved seek the services of a mediator or a lawyer 
(lawyer-advised resolutions passed at the October 22, 2007, Board meeting).

32.
The Association will enforce the Declaration, Bylaws, and the Rules and Regulations.
33.
The Association will provide documents requested by legal or governmental authorities.
34.
Copies of documents sent to legal authorities will be sent to the Association lawyer with an 
explanation.
35.
No packages will be accepted by the condo office.

36.
Any negotiable instrument (checks) deposited in any drop box is at the resident’s own risk. 
Neither the condo office nor the Association assumes any liability if such items are lost, 
damaged, or stolen.

37.
Neither the condo office nor the Association will provide or be liable for referrals for 
workmen, contractors, etc. to condo owners. It is always wise to deal only with licensed 
contractors, get three 
quotes in writing, ask them for referrals from past clients, and check 
with the Better Business Bureau.

38.
Smoking is not permitted inside or outside of the Clubhouse area.
39.
Alcohol is not permitted in the pool area; however, alcohol may be served only in the 
Entertainment Room by residents hosting an event. The selling of alcohol is prohibited.
40.
The Clubhouse Entertainment Room may be used after regular office hours and during the 
weekend by prior arrangement. A refundable deposit must accompany the request, and the 
resident must agree to abide by the requirements of the use agreement. Residents wishing to 
use the facility after hours on a regular basis may only reserve the room a week in advance 
to allow all residents the opportunity to use it for the occasional party on that day.

41.
The Association will enforce all governmental regulations imposed on the facility.

42.
All minors are the responsibility of their parent or guardian while in public areas. Common 
areas include but are not limited to breezeways, sidewalks, grass areas, laundry room, 
clubhouse, etc.

43.
Residents are responsible for their guests’ behavior in the apartment and on the premises. 
Residents should entertain no more than two (2) guests when using the amenities and the 
resident must accompany them at all times. Residents will be responsible for any damage 
caused by guests.

44.
Although there are gates in operation from 7:00 P.M. to 7:00 A.M. and there is a courtesy 
patrol, the Association is not responsible for any type of security for the deterrence or 
prevention of crime, and residents are responsible for their own safety.

45.
No immoral, improper, offensive or unlawful use may be made of the property. The 
Association is free of all liability incurred by the resident for such activity (Declaration).
46.
Tenants are the responsibility of their landlords and should report any problems or 
complaints directly to them with the exception of emergency maintenance as otherwise 
noted in this document. The Association exists to address the needs of owners. 
According to the Bylaws, neither the Board nor the Association Manager and staff are 
required to function as rental managers or be subject to harassment by tenants. (See the 
Owner-Landlord Guidelines).
47.
Owners may communicate with the Directors by e-mail (ziavista@gmail.com) or by sending 
or delivering a letter to the Association office. No one Director can take action on 
questionable situations or spend funds without Board approval. All other issues that are clear 
cut are governed by the Declaration, Rules and Regulations, and these Policies and 
Procedures and will be addressed by the Association Manager.
48.
Rule infractions, maintenance problems, and maintenance emergencies can be reported to 
the office. The after-hours answering service will report maintenance emergencies to a staff 
member.

49.
After-hours noise disturbances, domestic disturbance, vandalism, or criminal activity should 
be reported to the police.

50. 
Non-Conveyance of Prior Approvals – Any approvals such as cat enclosures, balcony 
screening, etc., that have been given to the condo owner do not convey or transfer to the new 
owner in the event of a sale.
51.
The Board of Directors cannot amend the Declaration and Bylaws. These documents can be 
changed only as directed in the Declaration and Bylaws. Owners and their mortgagees must 
be part of this process as outlined in these documents.

52.
The Bylaws require the Association to follow Robert’s Rules of Order.

53.
The Board shall schedule the Annual Meeting for late October.

54.
The Board will prepare for the Annual Meeting as required by the Bylaws. SEQ CHAPTER \h \r 1
Owner-Landlord Policies

1.
Every owner-landlord must have a written lease that requires the renter to comply with the 
terms and provisions of the Condominium Documents and, further, provide that the failure 
of the renter to comply constitutes a violation of the terms of the lease (Declaration, 3.3). 
This is a legal requirement.
2.
The lease should comply with state and local laws. The owner-landlord should be 
encouraged to enlist the services of a lawyer or realtor to create a lease. The Association is 
not responsible for the legality of the lease.
3.
A conformed copy of this lease must be sent to the Association immediately after it has been 
executed (Declaration, 3.3). This is a legal requirement.
4.
The owner-landlord should be encouraged to state in the lease the names of all tenants who 
may occupy the unit, keeping in mind that the unit may only be occupied as a single family 
as defined in the Declaration (3.3). Roommates are considered a single family. HUD states 
that no more than two people per bedroom may occupy a unit.
5.
The owner-landlord should be encouraged to state in the lease whether or not pets are 
permitted, keeping in mind that no more than two dogs or cats in any combination and each 
weighing no more than 25 pounds are permitted. No animals, reptiles, or birds may be kept 
for breeding purposes, and only dogs and cats are permitted pets (Declaration, 3.3).
6.
The owner-landlord should be encouraged to state in the lease that the tenant is responsible 
for any fines they incur because of breaking any of the Rules and Regulations or violating 
any of the other Condominium Documents. (See the Rules and Regulations for the warning 
and fining protocol.)

7.
The owner-landlord should be encouraged to state in the lease that parking permit(s), gate 
code (or automatic gate openers), and amenity key are only for the tenant’s use and that 
the parking permit(s) and gate code are issued by the Zia Vista Condominium Association. 
An automatic gate opener may be purchased from the office. The parking permit(s) must be 
returned to the Association upon moving out. The gate code and automatic gate opener will 
be deactivated. If the tenant does not comply, it will be the responsibility of the owner-
landlord to retrieve the permit(s). The owner-landlord must retrieve the amenity key. Loss of 
the amenity key must be reported immediately upon its loss, not at the time the tenant moves 
out. A fee will be charged to replace the amenity key.
8.
The owner-landlord will be charged for any parking permit(s) not returned and for any 
unpaid water/sewer bills and fines incurred by the tenant. The owner-landlord should be 
encouraged to withhold the rental deposit until verifying with the office that all issued items 
have been returned and all water/sewer bills and fines have been paid.
9.
The owner-landlord will be responsible for issuing the tenant the unit key and mailbox key.
10.
The owner-landlord should advise the tenant to register a change of address with the post 
office. The official postal address format is as follows:



Name of mail recipient



2501 W Zia Rd Apt xxxx



Santa Fe, NM 87505


The apartment number is made up of the building number and apartment number; for 
example, 1309, (Building 1, Apartment 309). The tenant may check the post office Website 
to verify the address format. They may also find out the four-digit zip code extension either 
from the landlord-tenant, the post office, or the post office Website.

11.
The tenant must come to the Zia Vista office before moving in to register for water/sewer 
billing and to receive the parking permit(s) and gate code. The tenant may purchase an 
automatic gate opener at that 
time or later. The manager will again review the rules.
12.
The owner-landlord should be encouraged to do a thorough—criminal as well as 
financial—background check on the prospective renter. There are companies that provide 
this service for a reasonable fee.
13.
The owner-landlord must provide a copy of a confirmation signed by the tenant(s) that the 
tenants have read, understood, and will abide by the Zia Vista Condominium Rules and 
Regulations.
14.
The owner-landlord must provide a written acknowledgement of his or her responsibility for 
all financial obligations, including the water and sewer bill, should the tenant fail to pay it.

15.
The owner-landlord should be encouraged to evict tenants who continually abuse the rules.

16.
The owner-landlord should be encouraged to advise the tenants to carry renters insurance 
and to state this advice in the lease. The Association is not responsible for damage to 
personal property.
17.
The owner-landlord should be encouraged to carry landlord property and liability insurance.
18.
The owner-landlord must instruct the tenants to report all broken pipes, a clogged dryer vent 
pipe within the wall, rodent or roach infestation problems and electrical wiring problems 
within the walls to the Zia Vista office as well as to the landlord. The Association will take 
care of those problems that are normally the responsibility of the Association according to 
the Declaration. If the tenants are responsible for the problems, the cost will be assessed 
against the unit.
19.
The owner-landlord should instruct the tenants to report any criminal activity or domestic 
abuse they observe to the police. Following that, they should inform the office of any such 
report as well.

20.
The owner-landlord must file a Landlord Standby notice with PNM and provide 
confirmation to the Association office that this has been done. This notice insures that power 
remains on in the unit. Should the owner-landlord fail to file this notice and the electrical 

service is discontinued, any damage to the building due to this lack of service will be the 
financial responsibility of the owner.

21.
No unit shall be part of a timeshare plan or be rented for less than a term of 30 days. The 
unit is not to be used like a motel or hotel. (Declaration, 3.7 and City of Santa Fe Code)

22.
The Association and its employees will not act as a property manager for the owner. The 
Association’s employees are employed to carry out the business of the Association. The 
Association is not in the business of managing rentals. The owner must lease the unit 
directly or through a local, licensed property management company. This protects the 
Association from any liability.
Board of Directors’ Responsibilities

1.
Meet at least once a month.
2.
Assuming issues cannot wait until the next monthly meeting, have additional closed work 
sessions to finish business not accomplished at a regular monthly meeting.
3.
Communications among Directors and the Association Manager and communications to 

committee members and owners–In the interest of good communication, all 
correspondence and e-mails should be copied to all Directors and the Association Manager. 
Note of important/significant phone calls between Directors and/or the Association Manager 
or to others should be e-mailed or communicated in some fashion to all Directors and the 
Association Manager within a reasonable time.
4.
Revise the Rules and Regulations, the Policies and Procedures, the Employee Handbook and 
any other documents as needed.

5.
Bring the Bylaws, Rules and Regulations, and Robert’s Rules to each meeting.
6.
Follow the guidance of the Bylaws, Robert’s Rules, and, when necessary, the Condominium 
Act (required by the Bylaws).
7.
Be familiar with the Declaration, Bylaws, Rules and Regulations, the Employee Handbook, 
these Policies and Procedures, the priorities list, the minutes, and other important Zia Vista 
documents.
8.
Create an on-going priorities list of repairs and improvements. Items should be listed as


“Health & Safety,” “Property Maintenance,” and “Beautification.” 
These items should be in 
the interests of all owners, not just a select few special interest individuals or groups.
9.
All expenditures must be in line with the budget.

10.
Have a copy of the list of committee members and other owners performing duties for the 
Board and their contact information.
11.
Follow the order of business (agenda). The agenda must be organized as indicated in the 
Bylaws and the order of business in Robert’s Rules (required by the Bylaws). The order of 
business may be adjusted to accommodate the early departure of a Director or the 
Association Manager.
12.
Provide copies of the agenda to all Board members and any owners who are present.

13.
The Board will address owners’ issues sent to them in writing.
14.
Only Board members may propose, discuss, and vote on motions at a Board meeting. 
Observing owners may comment after the meeting or in writing at a later date.
15.
Recess to a closed-session meeting to discuss sensitive issues. However, any action that is to 
be implemented shall become part of the minutes in order that there will be a legal record. 
Use discretion in recording names. Names should not be revealed in sensitive situations. It 
is okay to list names when commending people for their actions.
16.
Use Robert’s Rules’ process of motion, second, discussion, and voting. Refer to Robert’s


Rules when there is a question of procedure (required by the Bylaws).
17.
Assure that motions are framed correctly and completely. Indicate Who will follow through 
on the action–President, Board, Individual, Committee. If the action requires “reporting 
back” or completion–to whom? When? If money is involved, how much? Are funds 
available? How will it be financed? If a committee is involved, how appointed? How many? 
Consider, Investigate, Act? In short, who is responsible for what action, how is it to be done, 
when is it to be accomplished? Any actions a Board takes must be recorded.
18.
When more information is needed, a motion should be tabled until research is completed. 
Follow the process of motion, second, and voting to table a motion. Specify a time to which 
it is to be tabled.
19.
Assure that the minutes from the last meeting are clear and accurate before approving them. 
They become a legal document.
20.
Publish the minutes that have been approved in a timely manner and in places convenient for 
the owners.
21.
Any action by the Board required or permitted to be taken at any meeting may be taken

without a meeting if all of the members of the Board shall individually or collectively 
consent in writing to such action. Any such written consent shall be filed with the minutes of 
the proceedings of the Board. (Bylaws, 3.15)
22.
To meet, the Board must have a quorum, which is a minimum of three directors.

23.
For a motion to pass, over 50% of the Directors present must vote for it.

24.
When fewer than all five Directors are present, important decisions or questionable issues 
should be tabled to the next fully attended meeting.
25.
Any expenditure, policy, or action must have the written approval of each Director at the


meeting in which the decision is made when the Association Manager is not present. This 
written approval is to be given to the 
absent Association Manager so that there will be no 
doubt that decisions have been authorized by the Board. This is done since minutes are often 
written long after the meeting.
26.
Should any Director commit the Association to an expenditure, policy, or action without the
approval of the Board of Directors, that Director will be responsible for the expenditure or 
the consequences of the policy or action taken. All decisions must be made during a Board 
meeting and recorded in the minutes except as provided by 3.15 of the Bylaws.
27.
In the unlikely event that a Director must act without Board authority due to an emergency,

the Board of Directors may ratify that action after the fact but not vote on it as a motion after 
the fact. The Board will determine if, indeed, the action was an emergency.
28.
All Directors shall be signatories on all accounts although it is not necessary that all 
Directors sign checks.
29.
The Association Manager may write checks for regular or normal expenses that are $500.00 
or less.

30.
Any amount that is a regular or normal expense handled by the Association Manager that is 
over $500.00 but less than $2,000.00 shall require one Board member signature on the 
check.

31.
Any amount that is a regular or normal expense handled by the Association Manager that is 
over $2,000.00 shall require two Board member signatures on the check. (Bylaws only 
require one.)
32.
Although three out of five Board member affirmative votes is normally required as a 
minimum to pass a motion, when an amount for a single item or contract will result in the 
expenditure of $20,000.00 or more over any 12-month period, at least four Board members 
must vote in favor of the expenditure. (Bylaws, 5.5)
33.
The Board shall appoint a Board member, Governance Committee member, or owner as the
liaison with the Association lawyer. The liaison must be the only person who contacts the 
lawyer. It is important that the liaison be willing to maintain this position indefinitely. 
Because there is a learning curve for the liaison, it is much easier for the lawyer to deal with 
one person over a long period of time rather than many over a short period.
34.
The Board shall exercise caution when, after thoroughly exploring the Declaration and the 
Bylaws, a decision may be questionable. The Association lawyer should be contacted at that 
point. Any ruling documents created by the Board should be forwarded to the lawyer to be 
sure they do not violate the Declaration, the Bylaws, or any laws.

President’s Responsibilities

1.
The President shall preside at all meetings of the Association and of the Board. The


President has the power to appoint committees from among the owners from time to time as 
the President may decide is appropriate to assist in the conduct of the affairs of the 
Association. (Bylaws, 4.4)
2.
In the absence of the President, the Vice President shall preside over any meeting. If both 
the President and Vice President are absent, a quorum of the Board (the remaining three 
members) shall decide which of them will preside over the meeting. When there is not a 
quorum of Board members, the meeting is to be postponed (Robert’s Rules of Order).
3.
The President should be versed in the procedures of Robert’s Rules (RRO).
4.
The President should make sure all know what’s being debated and voted on by seeing that


motions are clearly worded, repeating the wording of motions frequently, and making the 
effects of amendments to motions clear (RRO).
5.
The President should know how to conduct voting, know the steps in a meeting, know how

to handle points of order, and generally know more about parliamentary procedure than 
other members (RRO).
6.
The President may appoint a parliamentarian to assist in the proper conduct of meetings 
(Bylaws).

7.
The President shall communicate all decisions and actions taken by the Board to the 
Association Manager, providing the written approval of the Board members or a copy of the 
minutes if the 
Association Manager was absent from the meeting.
Vice President’s Responsibilities

1.
The Vice President shall take the place of the President and perform the duties of the


President whenever the President shall be absent or unable to act. The Vice President shall 
also perform such other duties as shall from time to time be imposed upon him or her by the 
Board or by the President (Bylaws, 4.5).
2.
The Vice President shall contact the committees monthly or when needed 
before the Board 
meeting to remind them to turn in their reports.

Treasurer’s Responsibilities

1.
The Treasurer shall be responsible for Association funds and securities and be responsible


for keeping full and accurate financial records and books of account showing all receipts and 
disbursements, and for the preparation of all required financial data; and be responsible for 
the deposit of all monies and other valuable effects in the name of the Board, the 
Association or the Managing Agent, in such depositories as may from time to time be 
designated by the Board; and, in general, perform all the duties incident to the office of 
Treasurer of the corporation (Bylaws, 4.7). Certain of the responsibilities may be delegated 
to the Association Manager and the accountant or bookkeeper.
2.
At each meeting, the Treasurer shall present a report of the cash balance on hand, or of this


balance less outstanding obligations. The Treasurer shall also report on any owners who are 
delinquent in their fees or water bills. No vote is necessary on this sort of treasurer’s report. 
(RRO)
3.
The Treasurer shall make recommendations to the Board concerning the advisability of


spending funds as related to the budget.

4.
The Treasurer shall submit a full financial report based on audited records annually for the 
Annual Meeting as well as a proposed budget for the coming year.

5.
Prior to the Annual Meeting, the Treasurer shall refer the annual report to a CPA or to an


auditing committee of two or more Condominium owners created to examine the financial 
accounts and certify whether the Treasurer’s annual report based on them is correct. If the 
committee finds no irregularities, the report will be endorsed “Audited and found correct” 
with the names of the members of the auditing committee, which is read when the Treasurer 
presents the annual report. No annual report should be presented to the owners for their 
approval without having been audited (RRO). The auditors shall a) look closely at individual 
expenditures in the Quicken register; b) review deposits; c) 
review fees in arrears; and d) 
verify the math in arriving at the totals in the past year’s financial report as well as the math 
in arriving at the totals in the proposed budget.
Secretary’s Responsibilities 
1.
The Secretary shall keep the minutes of all meetings of the Association and of the Board;


have charge of such books and papers as the Board may direct; maintain a register setting 
forth the place to which all notices to Owners and Eligible Mortgagees hereunder shall be 
delivered; and, in general, perform all the duties incident to the office of the secretary of the 
corporation (Bylaws 4.6). Certain of the responsibilities may be delegated 
to the 
Association Manager.
2.
The Secretary will remind Directors of Board meetings (RRO).
3.
The Secretary and President will prepare the complete order of business (agenda) (RRO).
4.
The Secretary will bring to each meeting the official membership roll (these records are kept 
in the office); a list of existing committees and their members; and the recent minutes 
(RRO).
5.
Keeping minutes:  As a corporation, the Association is required to keep the minutes of all 
meetings. These minutes are to be available to all owners. The minutes of all Association 
meetings become a legal document. If Board actions are not recorded in the minutes, they 
cannot be enforced. Consult Robert’s Rules for the format. If there is a proper order of 
business, the secretary may find it helpful to use it as a template for the minutes.


Remember, all that is necessary to record during the meeting are the actions the Board takes. 
This means that the proposed motion, second, and voting are clearly recorded. It is 
unnecessary to record 
every detail of the discussion prior to voting, although it may be 
helpful sometimes to record a very brief summary so that anyone reading the minutes will 
understand the nature of the action. Review the minutes from past meetings for examples.

If the Board goes into closed session to consider sensitive issues, keep separate notes of the 
proceedings. The only items that would become part of the public record (the minutes) 
would be the actions that the Board might officially take.

6.
The Secretary shall assist in the preparation of mailings for the Annual Meeting.

7.
The Secretary shall read the minutes, correspondence and resolutions to the meeting (RRO).
8.
The Secretary will provide committees with any documents necessary for their work (RRO).
Responsibilities of the Member at Large

1.
Attend and participate in all meetings.

2.
Complete all duties assigned by the President or the Board.
Committees

1.
Buildings, Grounds, and Architecture
· This committee shall be composed of the Building Representatives.
· Using the checklist provided, note needed building and grounds repairs on a monthly basis or a time period determined by the Vice President and report maintenance needs to the Board.

· This committee shall also review requests for the addition of Direct TV dishes, balcony guards for cats, first floor patio enclosures for cats, and any such items in the Declarations and Rules and Regulations that require approval.

· The Board will then either approve or deny the request.
2.
Finance/Budget – This committee shall include but is not limited to the two or more 
members who are to audit the records of the Annual Financial Report and Annual Budget in 
preparation for the Annual Meeting. The Treasurer may also call upon the committee for 
advice as needed throughout the year. The auditors shall a) look closely at individual 
expenditures in the Quicken register; b) review deposits; c) 
review fees in arrears; and d) 
verify the math in arriving at the totals in the past year’s financial report as well as the math 
in arriving at the totals in the proposed budget.
3.
Governance – This committee shall review the Rules and Regulations, this Policies and 
Procedures Handbook, and other ruling documents or guidelines to assure that they are
not in conflict with the Declaration and Bylaws or the Condominium Act. They shall also
recommend revisions and additions that they deem appropriate or necessary, which the 
Board will take under advisement. The Committee will review the 
Declaration and Bylaws 
for any sections that may need clarification by a lawyer. This committee may also be called 
upon to research and/or help in making decisions in cases of serious or repetitive infractions.
4.
Communication/Web – This committee should be composed of at least three Board

members and/or owners.
The Web Site
1.
The Web site should be owned and operated by the Association.

2.
The Web site should be hosted by a Web host that charges a reasonable fee and provides


templates and a user-friendly site-building program which allows easy access for updates 
and free 24/7 assistance. The nature of the Zia Vista Web site does not require the services 
of a professional Web designer or Webmaster. Such services are expensive due to the 
expertise of these professionals. In addition, control of material may be a problem, and 
updating of the site may not be as immediate as desired by the Directors.
3.
Control and passwords should be maintained in the office for easy access.

4.
The members of this committee shall be trained to update the site although only one


designated person need be responsible. This will insure that there will always be someone 
who can manage the site so that the Association will not be left in the lurch as in the case of 
only one person having access. Our Web site should be fairly simple compared to 
business/commerce sites.

5.
There should be a simple set of directions and necessary Web site tech contact information


kept in 
the office as well as provided to the three or more people who will have the ability to 
update the site.

6.
The Directors will be the final authority in determining the kind of information that is to
appear on the site.

7.
The Web site should be for the benefit of the residents and a means of communicating with 
them.

8.
The site may list the staff and Directors with a brief blurb and photo only if permission


is given for the blurb and/or photo. Otherwise just a list of the staff and Directors is 
adequate.
9.
There should be an introduction on the site that has a picture of the property, and 
Association office contact information for the Board of Directors. There must also be an 
explanation of what is available on the site. There should be no splash page or anything that 
prevents the site from loading quickly. It should also be clear where information can be 
found on the site with clear links to those pages.
10.
The Declarations and Bylaws and the Rules and Regulations should be included as well as 
other documents deemed important by the Directors.

11.
Only the minutes that have been read, corrected, and approved at a Board Meeting should be 
added to the site. The Board-approved minutes should be published on the site within three 
days of the meeting at which they were approved.

12.
It should include Association announcements and notices and may include articles on 
community happenings of interest to the residents (Christmas party, thank yous to and 
recognition of 
residents who have contributed to our community, etc.).
13.
Photographs of the community and our activities that are changed occasionally would be


appropriate. As a safeguard against predators, photographs of children cannot be displayed


without a written consent form from a parent or guardian. Even with permission, children 
should not be identified by name or location. It would also be wise to get permission to use a 
photo on the Web site from any person photographed. This safeguards the Association from 
any liability and protects the privacy of individuals.

Association Manager’s Authority and Responsibilities

1.
The Association Manager shall attend all Board Meetings

2.
Respond to complaints and send the appropriate warning and/or fine.
3.
Implement Board policies that have been communicated in writing and signed by the Board

of Directors when the manager has been unable to attend a Board meeting. The Association 
Manager has the right to verify decisions of the Board.
4.
Follow the policy on the number of signatures required on checks in the Board of 

Directors’ Responsibilities section.
5.
Issue checks for expenditures that have been approved in writing by the Board of Directors.
6.
Pay the regular and normal bills. 
7.
Issue payment for emergency repairs that are clearly the responsibility of the Association 

according to the Declaration and Rules and Regulations or as specified in these Policies and 
Procedures.
8.
Issue a lien against the property of an owner who is delinquent on the Condominium fee for 
at least
two months and notify the mortgagee.

9.
Issue a lien against the property of an owner who is delinquent on the water bill or fines for 
an amount of $200.00 or more and notify the mortgagee.

10.
Notify the mortgagee of any owner who has defaulted on any moneys owed for a period


exceeding sixty (60) days. (Bylaws 3.2.10)

11.
Perform a property walk around once a month to note problems missed by the Building


Representatives and to check for infractions by residents.
12.
Along with a Board member (Building, Grounds, and Architecture Committee members 
may also attend), check that contractors have completed work correctly as 
provided in the 
contract. No payment is to be made until the Directors are satisfied the work has been done 
properly.

13.
Perform regular office duties, such as answering phones, handling correspondence, filing, 
updating records, doing payroll, paying taxes, etc.

14.
Obtain quotes for the Board of Directors. Quotes that detail materials, labor, warranties, 
length of time, date of completion, and description of the work that is to be done and how it 
is to be done from three licensed contractors is desirable, but at least two quotes are required 
provided that there are contractors who can do the work and are available to do the work in a 
timely manner. This responsibility may be assigned to a committee or an owner by the 
Board or the President.
15.
Have ready access to and be familiar with the Declarations and Bylaws, the Rules and


Regulations, the Policies and Procedures Handbook, the Employee Handbook and other 
important Zia Vista documents.

16.
Supervise the maintenance staff.
17.
Arrange for an exterminator when a resident reports evidence of pests such as mice or other 
vermin.

18.
Notify the Board when volunteer help is needed on special projects and/or arrange for 
volunteers to come in.

19.
The work day is from 9:00 a.m. to 6:00 p.m., Monday through Friday, with an hour off for 
lunch. See the Employee Handbook for additional details.

20.
Hours worked beyond the normal work day shall be paid in comp time to be used at the 
Association Manager’s discretion.

21.
Notify the Board when taking vacation time or comp time.
22.
Perform other duties that the Board may assign.
Maintenance Supervisor’s Responsibilities

1.
Complete ordinary and regular maintenance per work order.

2.
With the permission of the Association Manager, make needed maintenance purchases.

3.
Monitor the condition of the concrete stair treads and replace any treads that show cracks 
and/or rust immediately.

4.
Perform required ordinary and regular maintenance on the pool and hot tub, such as 
regulating the chemicals and turning on the power to the facilities.
5.
Supervise the assistant and any additional maintenance workers hired on a temporary basis.

6.
Check the work of additional maintenance workers to see that it was completed as required.
7.
Clear the sidewalks and parking lot of snow and ice.

8.
Notify the Association Manager when additional manpower is needed, particularly for snow 
and ice removal, and assist in hiring the needed help as necessary.
9.
In late fall, clear the roofs of all debris and notify the office of overhanging trees that need to 
be trimmed back.
10.
In the fall and spring, check furnace filters and smoke detectors.

11.
Notify the Association Manager when a job requires an outside contractor.

12.
Notify the Association Manager of maintenance needs not noted by the Board.

13.
Notify the Association Manager of any abuse of the property by residents that is noticed.

14.
Have the assistant and/or himself assist in delivering notices.

15.
The work day is from 8:00 to 5:00, Monday through Friday, with an hour off for lunch. The 
weekend pool duties are part of the salary. Any hours beyond these are paid at the 
Supervisor’s regular hourly rate. See 
the Employee Handbook for additional details.

16.
Notify the Association Manager when taking vacation time.
17.
Perform other duties that the Board may assign.
Maintenance Assistant’s Responsibilities
1.
Assist the Supervisor with all ordinary and regular maintenance per work order.

2.
Assist the Supervisor when asked in performing required ordinary and regular maintenance 
on the pool and hot tub, such as regulating the chemicals and turning on the power to the 
facilities.

3.
Assist the Supervisor in clearing the sidewalks of snow and ice.

4.
Assist the Supervisor in checking furnace filters and smoke detectors.
5.
Assist the supervisor in clearing roofs of debris in the fall.
6.
Notify the Supervisor of any abuse of the property by residents that is noticed.

7.
Deliver notices at the request of the Supervisor or Association Manager.

8.
The Assistant is paid on an hourly basis. See the Employee Handbook for additional details.
9.
The work day is from 8:00 to 5:00, Monday through Friday, with an hour off for lunch. 
Time worked beyond the 40 hours will be paid at time and a half. See the Employee 
Handbook for additional details.

10.
Notify the Association Manager when taking vacation time.
11.
Perform other duties that the Board may assign.
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