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2019 POA Management Plan

Pine Mountain POA, Inc.

The board of directors has complied a list of meetings, projects, important dates etc. for the POA Office, board members and committee members.
January

1
Fiscal year begins

NewYear’s Day—office staff holiday

Deadline for Florida Real Estate Board filing

6
Architectural review committee

7
Mail bimonthly newsletter—community goals edition; solicit candidates for board of directors

11
Landscaping committee

13
Maintenance committee

15
Employee tax deposit due

19
CAI program—"Collecting Assessments"

20
Mail board packets

27
Board of directors meeting

30
Quarterly employer’s tax reports due

· Set up 20XX files.

· Prepare accounting records for audit.

· Meet with CPA; provide financial records, minutes, contracts, and insurance policies for annual audit.

· Landscaping Committee—receive landscaping proposals.

February

3
Architectural review committee

8
Landscaping committee

9
Deadline for mailing of annual meeting notice

10
Maintenance committee

15
Employee tax deposit due

17
Mail board packets

24
Board of directors meeting

· Mail annual meeting notice, proxy, and absentee ballot to all unit owners.

· Landscaping committee—present proposal for landscaping contract.

· Approve landscaping contract.

· Review and approve annual audit.

· Review association’s records and files; label and store out-of-date records.

· Schedule spring clean-up, mulch installation, and annual color installation with landscape contractor.

March

3
Architectural review committee

8
Landscaping committee

9
Mail bimonthly newsletter—audit report and annual meeting edition

10
Maintenance committee

12
Annual meeting and elections

15
Deadline for income tax filing

Employee tax deposit due

16
CAI program—“Writing Rules"

17
Mail board packets

24
Board of directors meeting

· Annual Meeting—
Committee sign-up

Awards to volunteers

Organizational meeting of the new board of directors

Signatures on new bank signature cards

· Inspect and repair irrigation system before landscaping contract begins.

· Inspect pool equipment and schedule pool opening and necessary preventive maintenance.

· Schedule street cleaning.

· Present educational program for new board members and committee members.

· Review coverage and solicit insurance bids.

April

1
Landscaping contract begins

Annual report and fees due to State Corporation Commission

7
Architectural review committee

12
Landscaping committee

14
Maintenance committee

15
Employee tax deposit due

21
Mail board packets

28
Board of directors meeting

30
Quarterly employee tax reports due

· Conduct spring inspection to determine rec center acid gazebo maintenance needs.

· Hire lifeguards.

· Inspect all homes for compliance with rules and architectural guidelines.

May

5
Architectural review committee

10
Landscaping committee

11
Mail bimonthly newsletter—pool edition

12
Maintenance committee

15
Employee tax deposit due

18
CAI program—"Enhancing Property Values"

19
Mail board packets

26
Board of directors meeting

28
Pool opens

30
Memorial Day—office staff holiday

· Approve rec center and gazebo maintenance expenditures.

· Open pool.

· Approve 20XX insurance coverage.

June

1
Insurance coverage renews

2
Architectural review committee

7
Maintenance committee

14
Mail board packets

15
Employee tax deposit due

21
Board of directors meeting

· Landscaping committee—develop median improvement proposal for 20XX budget.

· Oversee approved rec center and gazebo maintenance.

· Review community rules for revision.

July

4
Independence Day—office staff holiday

7
Architectural review committee

8
Mail bimonthly newsletter—spotlight volunteers edition; owner survey

12
Landscaping committee

14
Maintenance committee

15
Employee tax deposit due

20
CAI program—“Liability Exposures and Insurance Remedies”

21
Mail board packets

28
Board of directors meeting

30
Quarterly employee tax reports due

· Inspect common area trees for maintenance.

· Review committee guidelines.

· Board and committees—give budget input to association manager.

· Review reserve funding; update reserve schedule.

August

4
Architectural review committee

9
Landscaping committee

11
Maintenance committee

15
Employee tax deposit due

18
Mail board packets

25
Board of directors meeting
· Review and update insurance certificates for all contractors.

· Prepare preliminary budget.

· Schedule street cleaning.

· Perform annual management review.

September

1
Architectural review committee

5
Last day of pool season

Labor Day—office staff holiday

6
Landscaping committee

7
Mail bimonthly newsletter—architectural guidelines edition

8
Maintenance committee

14
CAI program—“Writing the Newsletter”

15
Employee tax deposit due

Mail board packets

22
Board of directors meeting

· Landscaping committee—inspect grounds.

· Approve preliminary budget.

· Present preliminary budget at owner budget hearing.

· Close and winterize pool.

October

6
Architectural review committee

11
Landscaping committee

13
Maintenance committee

15
Employee tax deposit due

20
Mail board packets

27
Board of directors meeting

30
Quarterly employee tax reports due

· Approve budget.

· Landscaping committee—inspect grounds.

· Winterize irrigation system.

November

3
Architectural review committee

8
Landscaping committee

9
Mail bimonthly newsletter—budget edition

10
Maintenance committee

14
CAI program—"Review, Compilation, or Audit"

15
Employee tax deposit due

Mail board packets

22
Board of directors meeting (not regular date)

24
Thanksgiving—office staff holiday

25
Day afterThanksgiving—office staff holiday

· Landscaping committee—develop landscaping specifications for 20XX.

· Mail letter and 20XX assessment booklets.

· Write 20XX management plan.

· Review policy resolutions for revisions.

December

1
Architectural review committee

6
Landscaping committee

8
Maintenance committee

15
Employee tax deposit due

Mail Florida Real Estate Board fee and filing

Mail board packets

22
Board of directors meeting

24
Christmas Eve—office staff holiday

25
Christmas—office staff holiday

31
End of fiscal year

· Approve 20XX management plan.

· Appoint nominating committee.

· Appoint elections committee.

· Landscaping committee—solicit landscaping proposals.


