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FOREWORD



The Board of Directors of the FOREST CREEK HOMEOWNERS ASSOCIATION is responsible for establishing Homeowners Association policy.  This policy manual is designed to provide written statements of policy (1) to establish and implement the objectives of members as interpreted by the Board, and (2) to govern the operation of Forest Creek Homeowners Association.  The policy manual includes statements of policy and not detailed procedures, and thus is intended to be augmented by a procedures manual



Each year at the organizational meeting of the new Board of Directors, the entire policy manual is presented, adopted by Board resolution, and incorp�orated as a part of the meeting minutes.  It thus becomes the policy of the new Board.  The purpose of the annual review and adoption is to:



 1.	Provide information to new Board members on existing policy, and give them the opportunity to question and understand the reasons for policy;



 2.	Commit each Board member to existing policy;



 3.	Assure a systematic review and evaluation of policies at least once each year; and



 4.	Reaffirm policy guides for the Board and committees.



Additions, deletions, or changes to the policy manual may be initiated by the Board or a Forest Creek or Forest Creek II Homeowner with current paid up dues.  All recommendations shall refer to specific sections of the policy manual, and become operative when adopted by the Board of Directors.  The Policy Committee is responsible for the recommendation of new and revised policies to the Board of Directors. 
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�A.	      Governing Rules and Regulations



1.	Forest Creek Homeowners Association will be governed by its articles of incorporation and  bylaws adopted by the Board



 2.	Nothing included in this manual is to be in conflict with the rules and regulations as identified in (A1) above.



B.	Mission Statement



Forest Creek Homeowners Association has adopted a mission statement which states its basic purpose and provides guidance for planning future operations.  This statement is:



Forest Creek Homeowners Board continuously strives to better serve our community by:

			Increase the quality of life

			Maintain or increase the value of real estate property



C.	Field of Membership 

	Only property owners within Forest Creek and Forest Creek II are allowed to be members of the Forest Creek Homeowners Association.  Only those property owners that have paid up homeowners dues will be entitled to voice their concerns to the Board for review and  adoption to the by-laws and/or covenants of the neighborhood.



D.	Membership Retention 

Members selling their property in Forest Creek lose their membership once they convey title to a new owner.  Homeowner’s dues are not transferable to the new owner.



E.	Board of Directors



 1.	Provisions of the bylaws relating to the Board of Directors are supplemented as follows:



a.   Non-residents are not eligible to be members of the Board of Directors.



The offices of Secretary and Treasurer will be held by two separate individuals.



F,	Organizational Structure



 1.	For the organizational structure of the Forest Creek Homeowners Association Board of Directions see Appendix A, Section I.



 2.	At each last Board meeting of the year (usually to be held in September), the Board shall declare an annual meeting date within the first four months of the forthcoming year.



	 3.	The Board of Directors will consist of nine (9) members representing the Forest Creek Homeowners Association membership.



Board members are elected at the first meeting after the annual meeting for a term of one (1) year.



Ideally, Board members will represent various but different areas of the sub-division in equal amount of homeowners.   Ideally, they should represent approximately 40 homes in the neighborhood.  



Ideally, a Board member should live in the surrounding area of the 40 houses he represents.  If there are not enough Board member volunteers to reach the limit of nine (9), then they will try to recruit other board members to represent those areas within the sub-division.  If they are unable to recruit other Board members, then the remaining areas not represented will be equally divided between the current Board memberships.  Efforts of the existing Board should always try to maintain at least 7 members.  



Board members who miss three (3) regular scheduled meetings during any Board year will be reviewed for removal from the Board.  Board decisions made during the tenure of a Board member that was removed will be subject to re-evaluating the decision with possibly amending or rescinding the decision.

  

Candidates for appointment to unexpired terms or nominated at the Annual Membership Meeting will meet the following criteria:





a.	Exhibit a general understanding of our mission, possess general knowledge of Homeowners Association functions and maintain management skills essential to involved participation as an active board member.  



b.	Have the time and inclination to devote adequate attention to required board duties.  



c.	Have expressed a desire and willingness to serve, in view of the above.



 4.	Each year, within thirty days after the annual meeting, the Board will appoint standing committees for the year.



 5.	Committee members may be, but are not required to be, from the Board.  (For a list of Committees and their functions see Appendix B)



 6.	The Executive Committee is required to act on financial commitments in excess of $250 subject to ratification by the Board at the next regular meeting. 



7.	The Board Chairman is an ex�officio member of all committees except those on which he is a regular member.



 8.	Nominating committee.

a.	A committee of three Forest Creek Homeowners Association members, one of whom is designated as Chairman, is appointed by the Board Chairman following the organizational meeting of the Board of Directors.  Such appointment will be approved by the Board.



b.	The committee responsibilities will include:

(1)	Selecting qualified candidates for the Board.

(2)	Ascertaining the willingness and desire of candidates to serve.

(3)	Placing names in nomination.



9.	Committees

Forest Creek Association Members with duties directly related to committee functions may be designated as a liaison to the committees without voting rights.



G.	Relations to Forest Creek membership and Associations

1.	It is the policy of the Board to take advantage of all possible assistance from City of Tulsa and other Homeowner Associations.  Participation in other association affairs relating to the Homeowner Association or City functions is encouraged.



The Board of Directors' prime responsibility is to Forest Creek Homeowners Association membership.



	3.	    Association dues are approved by the Board as part of the annual budget    

		function.



           4.		Forest Creek Homeowners Association Board members will maintain a respectful business relationship with the City of Tulsa and the Tulsa Neighborhood Association.



H.	Public Information Release

Information prepared for publication, news bulletins, interviews and press releases will be reviewed and approved by the Chairman of the Board, Chairman of the Policy Committee, or their designee prior to publication, posting or release.



I.	Compensation - Officers, Directors and Committees

It is the general policy that Board and committee members will not be paid for their services.  The primary objective of the Forest Creek Homeowner Association Board is to serve the members; it is this motivation that guides the leadership of Forest Creek Homeowners Association, not financial compensation.



J.	Authorization



In addition to authorizations covered in other sections, the Board has authorized the following:



1.	Bank

The establishment of a banking relationship to meet the daily cash and operational needs of the Forest Creek Homeowners Association.



The establishment of up to two accounts within Forest Creek Homeowners Association for the specific purpose of clearing member and account payable checks.  



Forest Creek Homeowners Association checks over $ 250 require the countersignature of a Board member, other than the Treasurer issuing the check. 



The Treasurer will not sign checks embossed with his/her facsimile signature.





	e.   Written procedures have been established to provide maximum security features and safeguard against human error, fraud and record retention.

		

	2.	Signatures

a.	The Executive Committee of the Board (The President, Vice-President,

	 Secretary and Treasurer are authorized to sign and/or counter sign

	 checks on behalf of Forest Creek Homeowners Association.



 		b.	Financing statements, security agreements, and contractual agreements may be signed by the President, Vice-Presidents or such Board member as they may be authorize by the Board. 



Representatives

The President or his/her designee is authorized/assigned to vote on matters of interest to Forest Creek Homeowners Association at City of Tulsa meetings or Tulsa Neighborhood meetings.   Such assignments may include instructions on how to vote.  Any action taken under this provision is reported to the Board.





Credit Cards

Forest Creek Homeowners Association Board members or committee members are not allow to apply or possess a credit card in the name of the Association.



Dues



Forest Creek Homeowners Association can not increase it’s dues unless it it approved by a majority of the membership of the Homeowners Association.



6.	Endorsements

It is the policy of Forest Creek Homeowners Association not to provide endorsements of  products or services available from others. From time to time, the Board of Directors and/or Committees may select products and services to be made available to members.  Such selection is based on careful evaluation of benefits to be provided to the members of the Forest Creek Homeowners Association.  The final decision to use the service or select the product rests with the member.  Availability does not constitute an endorsement.  Notice of this statement of policy will normally accompany the release of a new service to members.



Directors' and Officers' Liability Insurance



Forest Creek Homeowners Association will provide an insurance policy, if economically feasible, to defend and transfer/mitigate the risk of legal liability brought against directors, committee members and/or volunteers of Forest Creek Homeowners Association, arising out of their exercise of powers and discharge of duties in accordance with the standards of care required by these policies and applicable legislation.

  

Every director, committee member and volunteer will exercise the powers and discharge the duties of his/her office honestly, in good faith and in the best interests of Forest Creek Homeowners Association.  In connection therewith, he/she shall exercise the degree of care, diligence and skill that a reasonably prudent person would exercise in comparable circumstances.



7.	Disclosure of Confidential Information

To hold in strict confidence all transactions of Forest Creek Homeowners Association members and to accommodate the processing of member actions, the following persons or firms are designated as those to which confidential member actions may be disclosed:



	a.	Persons acting in a confidential or professional relationship to Forest Creek Homeowners Association including:  attorneys, auditors, banks, doctors and companies with which Forest Creek Homeowners Association performs actions that may touch upon confidential matters.

	b. 	For matters concerning the operational actions of Forest Creek Homeowners Association, the President and such staff persons as he or she may authorize.

	c.	Secrecy and Confidentiality � No officer, director, committee member or volunteer shall disclose to anyone not entitled thereto, confidential information regarding Forest Creek Homeowners Association and its members. 

 

Any violation thereof is cause for dismissal (in the case of a committee member or volunteer) or removal from office (in the case of an officer or Board member).





8.	Forest Creek Homeowners Association Image

Forest Creek Homeowners Association is a part of the social aspects of the overall community in which it operates.  To project a sound image, Forest Creek Homeowners Association adheres to the following policies: 



a.	Special Interest Groups- Forest Creek Homeowners Association will not become involved in any support to special interest groups, be they religious, political, or otherwise, except where they form part and parcel of the City of Tulsa’s Homeowner’s Association community.



b.	Discrimination – Forest Creek Homeowners Association will not discriminate against individuals by using race, color, religion, national origin, sex, age, political persuasion, disabilities or marital status as a basis for denying or restricting Forest Creek Homeowners Association services.



c.	Third Parties- Forest Creek Homeowners Association will not take sides in any issue between its members and third parties.





		d.	Memberships

Forest Creek Homeowners Association may purchase membership in local business and social organizations as approved by the Board of Directors.



		e.	Legislative Process

Volunteers and management may participate in the legislative and political process as approved by the Forest Creek Homeowners Association Board of Directors.



A Legislative Coordinator may be appointed to serve as Forest Creek Homeowners Association’s focal point for legislative communications between Forest Creek Homeowners Association and the legislative process. 



K.	Planning Meeting

Each year there will be a special planning meeting to consider problems requiring solutions and to plan goals, objectives, and directions for Forest Creek Homeowners Association during the coming year.  The meeting is not to be the regular Board meeting, and current operating problems will not be discussed, except as they relate to the future.



Once the goals, objectives, and directions have been approved, a budget for the upcoming year will be prepared by Executive Committee and presented to the Board for their review.



L.	Regular and Special Meetings of the Board

Generally, the Board of Directors will meet each quarter on the third Tuesday at 7 PM unless otherwise changed by the Board the prior meeting or sooner.



         	2.     Preparation and Distribution of Agenda

	a.	It is the decision of the Board of Directors that the Board meetings are closed to member participation for the protection of the members' interests due to the confidentiality of the deliberations.  

			b.	It is the responsibility of the Chairman of the Board of Directors to prepare the agenda for distribution in advance of all meetings.

	c.	The Board members and committee chairpersons will prepare the necessary reports, exhibits, and supporting documents for each meeting for distribution with the agenda. 



		3.	Notification of Meetings

	a.	It is the responsibility of the Chairman of Forest Creek Homeowners Association to provide written notice at least five (5) days in advance of any regular Board meeting.

	b.	Special meetings will normally be preceded by written (email) or verbal notice at least three (3) days in advance.  Where notice of three (3) days is given, the majority of a quorum of the Board is adequate to take action.  In the event of an emergency, the Chairman can call a special meeting at his/her pleasure and without notice.  An effort will be made to contact each Board member.  The vote of at least five (5) of the nine (9) members of the Board will be necessary to take action at such an emergency meeting. 



		4.	Minutes

Minutes of the Board meeting will be distributed prior to Board report distribution for the next month.























	





APPENDIX A







All Forest Creek Homeowners Association Board members and/or volunteers are invited to attend any committee meeting.  Within 60 days after the Forest Creek Homeowners Association annual meeting, committee membership will be formed and voting rights will be established at the committee's first meeting.  All Forest Creek Homeowners Association committees will be limited to a maximum of four voting Board members per Committee.



COMMITTEES



AD HOC COMMITTEES

Ad Hoc Committees may be appointed by the Board as deemed necessary.



The committee meets whenever necessary and can be conducted via telephone or other technology sufficient medium.



BUDGET COMMITTEE

The Budget Committee will consist of at least the Treasurer and Chairman.  Volunteers may be appointed by the Board for a term of one (1) year.



The function of the Budget Committee is to review the Annual Budget and changes to the existing budget, making recommendations to the Board.



The committee meets after the planning, objectives and goal setting has been approved.



BLOCK PARTY COMMITTEE

The Forest Creek Homeowners Association Block Party Committee will consist of a minimum of two (2) members appointed by the Board for a term of one (1) year on an as needed basis.



The function of the Block Party Committee is to organize the Spring and Fall Neighborhood Clean-ups.  Functions associated with the Block Party will be submitted to the Board for approval.



The committee meets whenever necessary and can be conducted via telephone or other technology sufficient medium.



GARAGE SALE COMMITTEE

The Forest Creek Homeowners Association Annual Garage Sale Committee will consist of a minimum of one (1) member appointed by the Board for a term of one (1) year on an as needed basis.



The committee meets whenever necessary and can be conducted via telephone or other technology sufficient medium.



EXECUTIVE COMMITTEE



The Executive Committee will consist of four (4) members:  the Board Chairman, Vice-Chairman, Secretary & Treasurer.



The function of the Executive Committee is to approve all financial transactions greater than $250. 



The committee meets whenever necessary and can be conducted via telephone or other technology sufficient medium.



BLOCK CAPTAINS COMMITTEE

The Membership Committee will consist of one (1) member and one (1) alternate, appointed by the Board for a term of one (1) year.  Ideally, there should be nine (9) Block Captains representing each of the areas served by the Board member.



The function of the Membership Committee is to recruit new members and act as the new neighbor greeter for their area of representation.  The committee member should be versed in the activities of the Forest Creek Homeowners Association.



The committee meets whenever necessary and can be conducted via telephone or other technology sufficient medium.



NOMINATING COMMITTEE

The Nominating Committee will consist of a minimum of three (3) members appointed by the Board for a term of one (1) year.



The function of the Nominating Committee is to interview, screen, and select nominees for Board of Directors as needed.  They also seek interim replacements as required and make recommendations to the Board.



The committee meets whenever necessary but usually before the annual meeting.



WEBMASTER COMMITTEE

The Webmaster Committee will consist of a minimum of at least one (1) member appointed by the Board for a term of one (1) year.



The function of the Webmaster Committee is to negotiate all internet and/or intranet web sites for Forest Creek Homeowners Association.  They are to maintain or oversee contract services ensuring validity of the neighborhood web page.  A backup copy of the HTML source should be done every quarter and stored in a safe place.  



Web changes/additions/deletions to our WEB page made from non-Forest Creek Homeowners Association Board members will be reviewed by the Executive committee for validity and necessity.   



The committee meets whenever necessary and can be conducted via telephone or other technology sufficient medium.



NEWSLETTER COMMITTEE

The Newsletter Committee will consist of a minimum of at least one (1) member appointed by the Board for a term of one (1) year.



The function of the Newsletter Committee is to compose, create, edit and distribute the neighborhood newsletter.  Newsletters are usually done two and sometimes more times a year.  The times are:  Prior to the Garage Sale in April and prior to the October Block Party.

Additional newsletters may be requested by the board to the Newsletter Committee such as doing a survey, communication to the City, etc.   The newsletter must be reviewed and approved by either the Chairman or Vice-Chairman of the Board before distribution.



The committee meets whenever necessary and can be conducted via telephone or other technology sufficient medium.



HOLIDAY DECORATING CONTEST COMMITTEE

The HHhhHoliday Decorating Contest Committee will consist of a minimum of one (1) member appointed by the Board for a term of one (1) year on an as needed basis.



The committee meets whenever necessary and can be conducted via telephone or other technology sufficient medium.



POLICY COMMITTEE

The Policy Committee will consist of a minimum of three (3) members appointed by the Board for a term of one (1) year.



The function of the Policy Committee is to review matters requiring new policy and changes, making recommendations to the Board.



The committee meets whenever necessary and can be conducted via telephone or other technology sufficient medium.



DIRECTORY COMMITTEE



The Forest Creek Homeowners Association Directory Committee will consist of at least two (2) to four (4) members appointed by the Board of Directors for a term of one (1) year.



The function of the Directory Committee is to create a yearly Homeowners Directory.  They should try to sell enough approved advertising so as to make enough to pay the expenses on creating the directory.   Cost to create the directory should have at least three bids before submitting a recommendation to the board for approval. 



Guidelines for the directory are:



Homeowners that have paid their dues for the year are eligible to receive a directory.

New homeowners will be given a free directory but encouraged to pay their yearly dues.



The directory should include the following:



Index

Organizations within Forest Creek

Last year’s financial condition

Restrictive Covenants

Neighborly Thoughts

A list of directory advertisers in the order of appearance

An Alphabetic sorted listing of names/addresses & telephone numbers

A map of Forest Creek

A Street sorted listing of names/addresses & telephone numbers

Neighborhood Special Services

Limited to school age children in our neighborhood

No professionals

Advertisement in alphabetical order

Helpful Phone numbers

A blank page for “Important Numbers to Remember”



Cost of the ads are $25 for a half page, $50 for a full page, and $100 for the front and back and inside covers.  Advertisers participating in prior years have first priority on the front/back and insider covers.  Internet advertising on our web page is also an option for advertisers. 



Signed:  ________________________________

              Board member or volunteer



Date:  __________________________________
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