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I . Introduction : 
 

 This operating manual is intended to assist members of the Board of Directors by 

providing a detailed listing of the procedures and policies previously established by Colorado 

Law, our Governing Documents, and earlier Boards of Directors.   

 The law governing our community is the Colorado Common Interest Ownership Act of 

1992 (CCIOA) as amended in June 2005 and May 2006.  Since Summerwood was established in 

1981 some elements of the law do not apply, but with the latest amendments most of it does 

apply.  The thrust of the amended law is open management.  The law requires advance notice to 

homeowners of BOD meetings and agenda, and homeowner access to all governing documents, 

meetings, and minutes.  The law also requires the annual budget be presented to the homeowners 

so they have an opportunity to comment.  The law does not significantly reduce the powers 

vested in the Board of Directors, it just requires the powers be exercised openly.  To this end the 

law requires that the Homeowners Association specify a number of policies and procedures it 

refers to as ñGood Governance Policies.ò  That is where we will begin this manual. 

 

II.  Board of Directors 
 

 A. Good Governance Policies  

 

   1. Summerwood and the management company will maintain accurate and 

complete accounting records.  

   2. Procedures for collection of unpaid assessments are described in Article X of 

the Bylaws and Part 2 Rules Adopted by Resolution Section VI I. 

     3. Board of Directors ï Conflict of Interest:  A Board member (and certain 

family) with a financial conflict of interest must declare the conflict, can 

participate in discussion, but canôt vote.  See Bylaws Article VII Section 3.  

(38-33.3-310.5 CCIOA) 

   4. Meetings of the Board of Directors and the annual homeowners meeting will 

be conducted in accordance with Robertôs Rules of Order. 

   5. The Board of Directors Authority to enforce Covenants and Rules can be 

found in: 

    a. Articles of Incorporation Article IV 

    b. Covenants / Declaration Article XI 

    c. Rules Adopted by Resolution Section II Fines and Penalties; Section 

VI Enforcement; Section VI I Collection Policy. 

   6. Inspection and Copying of Association Records by unit owners:  All 

homeowners are provided access via website or, if requested, a hard copy of 

the Summerwood Homeowners Association Information Booklet by the 

seller as required by the CCIOA or by the management company when 

revisions are issued.  The management company contracted to do so 

maintains all other documents and copies may be obtained from their office 

for a reasonable charge during normal working hours.  In addition all 

governing documents, current financial reports, and minutes for the past 
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three years will be posted on the password-protected section of the 

Summerwood Website.  www.summerwoodassociation.com. 

   7. The policy for investment of reserve funds is covered in this document under 

item II D Financial Policies and Procedures and in the Bylaws Article XV. 

  8. The power to adopt and amend policies, procedures, and rules of the 

association is resident in the Board of Directors and the procedures followed 

by the Board in exercising this power are those described in Roberts Rules.  

A majority of the number of directors shall constitute a quorum for the 

transaction of business.  Every act or decision done or made by a majority of 

the directors present at a duly held meeting at which a quorum is present shall 

be regarded as the act of the Board.  Part 4 Article VI Section 3. 

   

 B. Regular and Special Meetings of the Board of Directors 

1. Regular meetings are scheduled quarterly. Special meetings may be called by 

the President or any two directors after at least three days notice.  Ref: 

Bylaws Article VI Sections 1 and 2. 

 2. Meeting schedule and agenda will be posted on the website in order to be 

made ñreasonably availableò for examination by all members of the 

association.  The President will consider sending an email notice to all 

homeowners noting the meeting schedule and referring them to the website 

for details.  Ref:  Bylaws Article VI Section 4. 

3. Meetings are open to all homeowners unless the meeting meets the 

requirements of a ñclosedò meeting.  Homeowners may speak as specified in 

the Bylaws Article VI Sections 4 and 5. 

4. A sample agenda is attached as Appendix A. 

5. Meetings of the Board of Directors will be conducted in accordance with 

Roberts Rules of Order. 

6. Responsibility for action items generated during a meeting will be assigned 

to a specific individual for accomplishment and tracked in the minutes and 

the Action Item Status Report maintained by an assigned Board Member. 

7. Minutes of the meeting will be distributed in final draft form in accordance 

with the following policy established at the May 20, 2005 BOD meeting and 

modified at the December 9, 2005 BOD meeting. Ref: Minutes May 20, 

2005; Minutes December 9, 2005. 

  

a. Once the first draft of the minutes is completed, they should be 

sent to a specified Board member.   

  b. The minutes should be numbered with file names referencing the 

version of the draft.   

  c. The specified Board member will make the first edits and 

distribute them immediately to the other Board members for 

review.   

  d. All Board member revisions should be returned to the specified 

Board member, who will compile them on one version and forward 

them to the recorder.   

http://www.summerwoodassociation.com/
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  e. This draft version of the minutes will be posted on the 

Summerwood website within about two weeks of the meeting.  

  

 C. Homeowner Communications 

1. Presidentôs Corner:  The President communicates to all homeowners about 

items of general information not demanding specific homeowner action 

through the Presidentôs Corner letter emailed to all homeowners and posted 

on the Summerwood Website.  The president is encouraged to keep 

homeowners informed of ongoing activities, issues, and plans through this 

mechanism on a regular basis. 

2. Summerwood Website:   

a. In addition to the general information published on the public 

section of the Summerwood Website, the Board of Directors is 

encouraged by the CCIOA as amended June 2005 to make all the 

documents required by the CCIOA available to homeowners on the 

website.  Doing so also meets the requirement to make them 

available to homeowners in and of itself.  The password-protected 

section of the website should contain all the documents specified 

by the CCIOA and listed in the bylaws Article VII Section 2 H (2) 

and Section 2 I with the exception of personal names and 

addresses. 

b. The homeowners-only section will also contain the list of 

insurance policies, insurance company name, policy limits, policy 

deductibles, additional named insured, and expiration dates of the 

policies listed.  

   c. The place, day, and hour of the next Board of Directors meeting 

shall be posted on the appropriate section of the website and will 

include agenda items, budget changes and any proposal to remove 

an officer or member of the Board of directors and in the case of a 

special meeting, the purpose of the meeting.  (Ref. Bylaws Article 

VI Section 4 Meetings of Directors). 

3. Directives to all Homeowners:  Procedure for notifying Summerwood 

owners, either from the Board of Directors or from Management:  These 

subjects concern all owners, such as fire mitigation. 

The first and only notification document, sent by email or post office, sent to 

all owners, will recite the action being requested, time limits and/or dates, 

remedies, and consequences.  See Appendix B for an example letter.  (Ref.  

BOD Minutes December 3, 2004) 

4.     Reading Table:  In addition to the above all the relevant documentation will 

be available in hard copy in the clubhouse. 

 

 D. Financial Policies and Procedures 

1. Budget Development Procedures: The Treasurer will develop an annual 

budget to be presented at the Homeownerôs meeting held in July or August 

of every year. Both an Operating and a Reserve budget will be prepared and 

will run from January of the current year through December of the following 
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year. The annual dues assessment will be derived from the budget 

projections. The Treasurer will present the proposed budget to the 

Summerwood Board of Directors for approval. Within 90 days of the BOD 

approval of the budget a summary will be mailed to all unit owners and the 

date for the annual meeting will be set for the homeowners to consider the 

budget as outlined in the By Laws, Article VII Section 2.H.3.   

 

 2, Assessment Procedures: Assessments will be handled according to the By-

Laws, Article VII Section 2.C.1 and according to CCIOA Section 5, 38-33.3-

123. 

3. Budget Execution Procedures: The Summerwood Financial Report will be 

updated on the Summerwood Website on a quarterly basis. Owners may 

request monthly reports, which will be sent via email.  

4. Accounting Policies: 

 a.  Full funding of Reserves: The SW BOD adopted a policy of ñfully 

fundingò future reserve requirements. An engineering study was 

conducted to assess the future replacement needs of 

Summerwoodôs fixed assets and other physical items including 

roads. Using replacement year and replacement cost data, an 

annual reserve dues projection was developed to assure future 

reserve expense will be fully funded. Unless an unforeseen event 

occurs, future reserve expenditures should never require a special 

assessment.  

 b.  Investment Policy for Reserve Funds: Summerwood Reserve funds 

will be invested in low risk investment vehicles only.  Reserve 

policy is specified in the Bylaws Article XV.  

 c.  Audits: A review or audit will be conducted as determined by the 

Board of Directors or when requested by at least one third of 

homeowners. The rules governing whether an audit or review is 

conducted are outlined in the Bylaws Article VII Section 2 (H) (4), 

and in the CCIOA SB100-05, Section 13, 38-33.3-303. 

 

 E. Annual Homeowners Meeting Procedures 

   

1. Schedule:  The Annual Homeowners Meeting will normally be held in the 

clubhouse in mid-summer beginning at 9:00 AM.  It generally runs for two 

to three hours depending on the issues to be discussed.  Normally there are 

30 to 60 homeowners attending.   

2. Notification:  Notice of the meeting will be sent to all homeowners as 

described in the Bylaws at least 10, but not more than 50 days in advance of 

the meeting.    Weôll use this mailing to satisfy the notification requirement 

described in the Bylaws Article VII Section II H. 1.  This notification 

package will be posted on the homeownerôs only section of the website, 

Meetings and Minutes.  A sample notification package including proxy 

materials is presented in C, D, E, F, and G.  Ref: Bylaws Article III Section 

3. 



 7 

3. Agenda:  The agenda must begin with the proof of notice of 

meeting/quorum.  This is generally accomplished and reported complete by 

the management company representative.  Next the previous annual meeting 

minutes must be approved.  The various reports are then given (to include 

homeowner non-veto of the upcoming budget) and then the election or 

reelection of homeowners to fill vacancies on the Board.  (As an aside, the 

Bylaws require a 30-day notice of nominations for the Board, but due to few 

if any nominations made in time, the Board has waived this requirement 

when it was deemed appropriate to do so.)  Any business that must be 

accomplished is addressed and then the meeting may be adjourned. A sample 

agenda is presented in Appendix H. 

4. Rules to Conduct the Meeting:  The meeting will be conducted in accordance 

with Robertôs Rules of Order.  The CCIOA provides that the board may 

place reasonable time restrictions on those persons speaking during the 

meeting but shall permit a homeowner or their designated representative to 

speak before the board takes formal action on an item under discussion.  The 

board shall provide for a reasonable number of persons to speak on each side 

of an issue.  CCIOA 38-33.3-308 

 

 F. Policies Established for and Information About Historic Issues 

 

 1. Road below lot 10 to Southern portion of peninsula:  Dan Ulmer, of Basic 

Property Management researched the county plats.  He requested a survey to 

determine the Summerwood property line.  The owners of the lower portion 

of the road said they have an agreement with the Summerwood Board giving 

them access through Summerwood indefinitely and in return Summerwood 

would have egress in case of fire.  The original developer, E.J. Albright, 

confirmed this.  The survey determined that a small part of the road belongs 

to Summerwood.  We will keep the survey and the letter from the current 

owner in our legal file.  (Ref.  BOD Minutes June 11, 2004) 

2. Pinnacle Lane and Sage Rd:  Roads (Driveways) designated for homeowner 

maintenance:  Previous boards have taken the attitude that these two 

roadways are private to the owners of the sites that they serve.  That is to say, 

if you share Pinnacle with two other properties, the three owners must install 

and maintain Pinnacle as their private "drivewayò.     

This situation probably evolved when the subdivision was re-platted, and the 

increase in density required more roadways.  New roadways, if added to the 

already existing roadways would be considered by the county as "common 

elements", and as such would have to be installed by the developer as a 

condition of the re-platting process.  To circumvent this expense, the new 

roadways were designated as "driveways" and left for the site developers to 

install at their expense when they built a home. The primary difference 

between these roads (driveways) and driveways on easement to other homes 

is that they serve multiple home sites.   In the case of Pinnacle, it is assumed 

that the original platting called for one building site on lot 53.   The re-

platting called for 3 building sites, 53A, 53B, and 53C, all served by a 
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private "driveway", owned and maintained by these three owners.  This same 

rationale wound hold for Sage Road, when lot #7 was replated into two lots, 

7A and 7B, and the access was called a private "driveway" to circumvent the 

cost of additional roadway. 

  After considerable thought it is concluded that what was done is history.  A 

compromise to the problem may be for the Association to accept the 

responsibility for maintenance once the initial construction has been in place, 

and paid for, for a successful 5 years.  The reasoning behind a delayed 

acceptance is to give the construction of the roadway time to prove it was 

done in a "lasting" fashion.  A cheap job will not last 5 years. 

 The Board of Directors has decided that fairness demands the HOA maintain 

these roads and passed a resolution to that effect at the September 29
th
 BOD 

meeting.  Ref.  Minutes Board of Directors Meeting September 29, 2006. 

 3. Two and one half acre parcel:  In approximately 1997 the Summerwood 

Homeowners Association decided to purchase the subject parcel offered by 

the Forest Service in order to control any development on the parcel.  For the 

several years following, the Board attempted to find a Summerwood 

homeowner who would be willing to purchase the parcel and either dedicate 

it as open space or develop it as a part of Summerwood so that the ACC 

would exercise control over any building on the parcel.  Three contracts were 

negotiated at various times, but each failed to reach a satisfactory conclusion.  

In 2004, the then current owner of lot 58A offered to purchase the parcel, 

vacate the lot line between the parcel and lot 58A and build four single 

family homes in lieu of the duplex zoned for lot 58A.  Controversy erupted 

when the Board announced the signing of the contract.  A few homeowners 

wanted to keep the parcel as open space and a few others objected to the sale 

price, but the Board felt they achieved the best contract they could.  The 

proposal has been modified to include lot 59, eliminating both duplexes and 

building six single-family homes.  The sale was executed in 2006. 

 4. Suggestion to gate Summerwood:  According to two of the current Board 

members there was a suggestion made in 1996 that Summerwood be gated.  

The Board conducted a survey of homeowners about this and received 

inconclusive results.  There was no clear majority desire to add the gate and 

incur the additional expense ($25000) so the Board did not act on the 

suggestion. 

 5.   The pump house at the intersection of Sage Rd and Summerwood Drive is 

described in December 2005 by Mr. Bob Polich of the East Dillon Water 

District below: 

 

ñThe Summerwood pump station is reflected on the PUD maps as part of the 

water line easements. 

The "upper zone" in Summerwood is above the tank levels of the East Dillon 

Water District.  Ideally, service to the upper zone would have been from a 

tank at the top of Summerwood.  However, the original developer did not 

want a water tank on top so water service has always been from a booster 

pump station.  All upper zone water service is from the pump station, not just 
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boosting for fire purposes.  A major internal rebuild of the station was 

done about five years ago.  Domestic service is from a series of variable 

frequency pumps operating based on demand.  Fire service is from three 

Ford engines powered by natural gas.  Like all of our facilities, the 

Summerwood pump house is computer operated.  Its operation is monitored 

and controlled from our main pumping facility on Grey Fox Lane in Summit 

Cove.  The new equipment has for the most part run flawlessly.  While the 

pump station is almost constantly in operation, it requires very little operator 

intervention or trips to the site.     

Most of the station is buried concrete with the siding face.  The last two 

times the siding was painted by Summerwood.  This summer it was painted 

as part of your color change over, not so much due to need.  Prior to that the 

District had scheduled painting of it, but Summerwood had it done prior to 

our contractor getting there.  We have never participated in the cost of 

maintenance, but that has been from what appears to be a minimal amount 

needed and the Summerwood Association taking care of the painting.  The 

District would have no objection to contribution to maintenance pending a 

review of the maintenance proposed.  Summerwood homeowners in the 

upper zone pay higher based water fees and tap fees to partially cover the 

operation of the booster station.  The station is not one of our favorite 

components of the District water system due to the expense of its operation 

to serve only a few of our 1,500 users, but most districts have similar 

situations ï not every home can be easy to serve.ò 

 

 G. Policies Amended or Clarified to be included in the next change to Information 

Booklet. 

 

  None at this writing. 

     

 H. Other Policies established by the Board of Directors 

 

1. Summerwood HOA will not lend homeowners trucks, skids or other types   

of large equipment for their personal use.  Ref. BOD minutes of Dec 9, 2005. 

2. Lights on trees at entrance of SW to remain lit year round to make entrance 

more visible at night.  Ref. BOD minutes of Jan 6, 2006. 

3. Employment for the HOA: In order to minimize worker liability to 

Summerwood, homeowners cannot function as direct paid employees by the 

HOA.  Contractors or anyone performing work for Summerwood must 

function as a separate business or consultant and receive compensation 

through the management company. 

Also for liability reasons homeowners must not perform volunteer work on 

the common elements unless the Association has scheduled the work and 

obtained appropriate insurance coverage.  Ref. BOD Minutes September 29, 

2006. 
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III  Architectural Control Committee Policies and Procedures 
 

 A. Statement of Philosophy 

 

The mission of the ACC is to ensure that homes within Summerwood maintain 

the existing look and feel of the Colorado Mountains, as outlined in Article III of 

the Summerwood Rules and Regulations.  The ACC should operate in the best 

interests of the community as a whole and should conduct its business in a 

cooperative and collegial way.  Rarely, disputes may arise with homeowners.  In 

such cases, the ACC should communicate in a highly professional manner, 

neutralizing contentious issues as much as possible.  All official communications 

should be in writing and verbal communications should be documented in memos 

with copies to file and to the homeowner.   

 

 

 

 B. Procedure for ACC approval of construction projects 

 

The ACC should hold meetings with the homeowner and his agents early and 

often during a construction project.  Such meetings should be conducted within 

the mission of the ACC, that is, cooperative and collegial.  The ACC has 

developed a checklist to document the key steps in the process (Appendix I).  All 

communications should be documented in writing. 

 

All written ACC approvals shall be valid for not more than 2 years from the date 

of the approval.  Approved projects must be initiated within 1 year and the project 

must be completed within 2 years.  If the project is not initiated within 1 year or 

completed within 2 years, the home owner must reapply to the ACC.   The ACC 

will then review the project for conformance to the then current regulations. 

 

 

          C. Home Repainting / Restaining Policy 

 

Previously ACC approval was not required for repainting with the same color.  

Experience has shown that in order to prevent the unfortunate circumstance of 

repainting with what is thought to be the same color, but the color turns out quite 

differently, we must revise the policy to require all repainting projects have ACC 

approval. The approval will be based on review by the ACC of the new color as 

observed on a painted patch on the house of approximately 2ô x 2ô along with a 

sample of the trim color.  The ACC will ensure an expeditious review. 

 

 

 D. Notification by the ACC of violation of Rules 
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1.     For most violations, the homeowner should be contacted by email or letter, 

stating the specific violation, with the page and article in the Summerwood 

Rules and Regulations and strongly request action by a specific date.  The 

notice should indicate that the homeowner should feel free to discuss the 

violation with the ACC.  Be reasonable in the time allotted for action. 

 

2.   If the violation is not corrected within the allotted time, a second notice 

should follow.  This notice should state that the violation must be corrected 

within a specified time and that the ACC would recommend to the Board that 

a fine be assessed.  The homeowner should be invited to appear at the next 

Board meeting to discuss possible reasons that he/she should not be fined. 

 

3.   For violations in which the ACC deems it necessary to take immediate action 

(for example, beginning construction without ACC approval or using the 

club house for unauthorized purposes) a member of the ACC or of the Board 

may demand that the homeowner or his agent cease the violation at once.  

The management company should be notified and should ensure that the 

appropriate action has been taken.  If the homeowner ignores such directions, 

the management company should contact the Sheriff Department.  Such 

ongoing violations may result in multiple fines and suspension of ACC 

approvals or homeowner privileges. 

  

4.   All notices may be sent via email (with confirmation from homeowner), or 

by Certified Mail, return receipt requested. 

 

 E. Signs 

 

   1. Political signs are not permitted on common areas.  Political signs displayed 

on private property must comply with the Rules of the Architectural Control 

Committee Section 4.13 and where more restrictive the Summit County 

Regulations quoted below: 
 ñ9106: Political Campaign Signs 

Political signs which do not exceed 4 square feet in area are permitted. these signs 

shall not be placed on private property without permission of the landowner. The 

signs shall be removed no more than 5 days following the election. Only one sign 

per candidate per property is permitted.ò 

  

  2. All real estate sales signs must be approved by the ACC.  The approved ñfor 

saleò sign is specified and an example or specifications are available at the 

management company.   

 

 a. Variances consistent with the following may be granted: 

   (1) Unique situation. 

   (2) Limited duration. 

   (3) Tastefully executed. 

   (4) Reviewed and approved by the ACC under direction of the BOD. 
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 b. There is a standing variance for open house signage for the day of the 

open house while an agent is in attendance provided that the signs are 

standard and / or approved by the ACC.  

 

 c. Unique situations that have been approved include: 

   (1) Parade of Homes variance summer of 2005. 

   (2) Auction of lot 54 spring of 2006. 

 

  

          F. Road Use Fee 

 

The following Section is intended to clarify the information in Section I. Road Use Fee (p. 3) of 

the Summerwood Information Booklet.   

 

All projects that require a building permit should be submitted to the ACC to determine if a Road 

Use Fee must be paid. 

 

The amount of the Road Use Fee is calculated based on the distance from the Guard House at the 

Summerwood entrance to the driveway or entrance way to a private road of the subject property.  

To measure the distance, the Chairman of the ACC shall use an appropriate system (such as a 

wheel based instruments) approved by the Board.  Distances are measured on the center line of 

the road.  The properties on the High Meadow Dr. (Loop) are all assigned the same distance, 

based on the fact that all traffic is one way through the entire loop. 

 

The Fee shall be determined by multiplying the distance by $1.00 per foot times an inflation 

factor of 5% per year (see table), as in the example below for 2007.  The Board may change the 

inflation factor. 

 

  Road Use Fee = Feet x $1.00/foot x 1.05   

 

Table 1 

Road Use Fee  

Inflation Factor  

 

Year Factor 

2006 1.000 

2007 1.050 

2008 1.102 

2009 1.157 

2010 1.214 

 

For properties for which the exact location of the driveway has not been defined, the ACC will 

determine the distance and thus the Road Use Fee based on the preliminary building plans when 

submitted to the ACC. 
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The ACC may adjust the amount of the fee for renovations on a pro rata basis based on the 

square footage of the area to be built or renovated and the total square footage of the existing 

structure, including the garage, storage areas, etc.  For small projects, such as renovating a 

bathroom, in which no heavy equipment is required, the ACC may, but is not required to, waive 

the Road Use Fee. 

 

 

Note that the increase in area for a renovation is (new area - old area).  Area 

applies to the total area, including the garage. 

  

Basic Fee (from p.3 of the Rules and Regulations, or other)     = A 

Inflation factor (from table on p.4 or 1.05 per year)          = B 

Area of existing structure                                        = C 

Increase in area                                                      = D 

  

Calculation is: 

  

        Road Use Fee = D/C x A x B 
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The following is a Table of existing lots in Summerwood and the distance from the Guard House 

to the respective driveways: 

Table 2 

Road Use Fee Distance  
   Total     Total 
 Address  Distance   Address  Distance 

21 Guyot Ln.  1023  417 Summerwood Dr. 1999 

23 Guyot Ln.  1051  417 A Summerwood Dr. 2137 

42 Guyot Ln.  1136  417 C Summerwood Dr. 2157 

62 Guyot Ln.  1210  417 D Summerwood Dr. 2177 

63 Guyot Ln.  1196  457 B Summerwood Dr. 2219 

84 Guyot Ln.  1271  507 Summerwood Dr. 2467 

86 Guyot Ln.  1256  254 Summerwood Dr. 1147 
     177 Summerwood Dr. 867 

193 Eastridge Rd.  1072  117/119 Summerwood Dr. 781 

196 Eastridge Rd.  1072      

215 Eastridge Rd.  1098  233 High Meadow Dr.( Loop) 6251 

235 Eastridge Rd.  1164  243 High Meadow Dr.( Loop) 6251 

295 Eastridge Rd.  1537  253 High Meadow Dr.( Loop) 6251 

309 Eastridge Rd.  1592  263 High Meadow Dr.( Loop) 6251 

311 Eastridge Rd.  1632  265 High Meadow Dr.( Loop) 6251 

335 Eastridge Rd.  1652  293 High Meadow Dr.( Loop) 6251 

     313 High Meadow Dr.( Loop) 6251 

21/9 Long Bow Dr. 644  317 High Meadow Dr.( Loop) 6251 

47 Long Bow Dr. 797  323 High Meadow Dr.( Loop) 6251 

63 Long Bow Dr. 820  339/343 High Meadow Dr.( Loop) 6251 

62 Long Bow Dr. 820      
     9 Pinnacle Ln.  6347 

34 Torrey Ln.   2632  21 Pinnacle Ln.  6347 

54 Torrey Ln.   2725  31 Pinnacle Ln.   

107 C7 Torrey Ln.   3021  51 Pinnacle Ln.  6539 

107 C8 Torrey Ln.   3033  73 Pinnacle Ln.  6649 

107 C9 Torrey Ln.   3043  95 Pinnacle Ln.   

127 B4 Torrey Ln.   3063     
127 B5 Torrey Ln.   3075      

127 B6 Torrey Ln.   3087  2117 High Meadow Trail 6251 

127  A1/A2 Torrey Ln.   3123  
 

   

     223 High Meadow Dr. 3467 

7 Sage Rd.  1592  222 High Meadow Dr. 2815 

9 Sage Rd.  1608  198/196 High Meadow Dr. 2772 

17 Sage Rd.  1663  184/186 High Meadow Dr. 2686 

19 Sage Rd.  1736  162 High Meadow Dr. 2549 
     142 High Meadow Dr. 2459 

     136 High Meadow Dr. 2356 

      High Meadow Dr.  

     104 High Meadow Dr. 2326 

     94 High Meadow Dr. 2190 

     74 High Meadow Dr. 2119 

     44/46 High Meadow Dr. 1982 
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 G. Tree Replacement Policy 

 

Summerwood has lost and will continue to lose many of its trees.  To preserve the character of 

Summerwood it is imperative to institute a policy which will require replacement of our trees 

with beetle resistant species.   

 

New Construction. 
 

Homeowners undergoing a construction project are required to present a plan to the ACC for re-

vegetation of their property, including species and locations.  The plan should return disturbed 

areas to their natural state and must retain the character of Summerwood, that is, wooded lots 

should be replanted with trees of a comparable density.  The landscaping plan should meet 

current fire mitigation policies. 

 

In addition, Summerwood encourages homeowners to plant beetle resistant trees to enhance the 

overall beauty of the area.  New vegetation should be watered regularly until plants are 

established. 

 

Existing Properties. 
 

Homeowners must replace dead trees with beetle resistant species.  The new trees should have a 

total diameter equivalent to the total diameter of dead or removed trees.  For example, a 

homeowner removes 3 trees, each of which has a diameter of 10 inches (total 30 inches).  

Replacement may be with 3 trees of 10 inch diameter, or 6 with 5 inch diameter, etc.  However, 

for certain densely wooded lots, this policy would result in overplanting, possibly resulting in 

excessive crowding.  In such cases, the ACC may allow planting fewer trees.  Newly planted 

trees should be watered regularly until established.  Trees that fail to survive must be replaced.  

The ACC must approve the location of new trees. 

 

Homeowners are responsible for the cost of removal of dead trees on their property and of 

replacing dead trees. 

 

IV  Common Facilities Status Excerpts  
 (see Gillan Study for 20 yr projections) 

 A. Road System: 

1. Repaved in 2002. 

2. Sealed and Striped in 2005. 

 B. Clubhouse: 

    1. Outside Painted in 2005. 

    2. Inside Redecorated / painted 2004. 

    3. Fitness Room Equipment replaced 2003. 

    4. Hot tub: 

     a. Heater to be replaced 2015. 

     b. Filter replaced 2005. 

    5. Racquetball Court: 
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     a.  Floor to be resurfaced 20??. 

     b. Repainting to be done 20??. 

    6. Steam room tiles & grout to be replaced 20??. 

   7. Apartment repainting is usually accomplished during the 

changeover of resident manager. 

 C. Pool: 

    1. Heater replaced 2005. 

    2.   Filters to be replaced 2016. 

 D. Tennis Court: 

    1. Surface Cracks Sealed in 2010. 

 E. Garage: 

    1. Painted (new) in 2006. 

    2. Roof (new) in 2006. 

 F. Entrance Buildings & sign and road posts repaired and painted 2005. 

 

V. Annual Schedule: 
 A. January 

    1. Remove Holiday decorations. 

 B. February 

    1. BOD quarterly meeting. 

    2. Put Insurance Policies out for Bid to renew in April. 

 C. March 

    1. Have a financial review/audit conducted (odd years starting 2007). 

    2. Store previous years records (full IRS version). 

    3.   Destroy non-permanent records more than seven years old. 

Convert permanent records to electronic media as appropriate. 

    4. Renew, renegotiate, or obtain new insurance policies to be 

effective in April. 

 D. April  

    1. Switch to summer home inspection schedule. 

    2. Contract for forest services (beetle tree removal and spray, fire 

mitigation)   

 E. May 

    1.   BOD quarterly meeting. 

     a. Fiscal year budget proposed and approved by BOD. 

     b. Assess Common Area Maintenance Needs. 

c. Review Equipment Status.  

  d. Establish Summer Maintenance Schedule.     

  e. Annual Meeting Plans and Agenda 

  f. BOD member nomination process. 

 2. Pool Opened for the Season. 

 F. June 

   1. Annual Meeting Notification Sent (not less than 10 nor more than 

50 days in advance of the meeting).  Include BOD approved 

budget (not more than 90 days after BOD approval).  This will also 
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fulfill the annual notification requirements of CCIOA.  Ref: 

Bylaws Article VII Section 2. H. 1. 

   2. Irrigation System turned on. 

   3. Beetle trees removed and high value trees sprayed. 

 G. July 

   1. Noxious Weeds Sprayed by contractor in first week. 

   2. Roadside weeds cut in third week. 

   3. Pre-Annual Homeowners BOD meeting before Annual meeting. 

   4. Annual Homeowners meeting mid-summer. 

   5. Homeowners annual education requirement validated. 

   6. Post-Annual Homeowners BOD meeting to select officers. 

 H. August 

   1. Roadside weeds cut in third week. 

   2. Annual Clubhouse Utility and Equipment Condition and Safety 

Inspection. 

 I. September 

   1. Irrigation Systems purged for winter. 

   2. Snow plowing equipment checked and readied. 

   3. BOD quarterly meeting. 

   4. Remaining fire mitigation work accomplished. 

   5. Have heating equipment serviced and checked for winter. 

 J. October 

   1. Close pool for the season. 

 K. November 

   1. Holiday / winter lights checked / installed. 

   2. Clubhouse decorated for the holidays. 

   3. Shift to winter home inspection schedule. 

 

 L. December 

   1. BOD quarterly meeting.  

   2. BOD President ensure all the information required by CCIOA as 

amended and listed in the Bylaws Article VII Section 2 H (1) & (2) 

is updated on the website within 90 days of the end of the last 

fiscal budgeting year (in other words before December 30
th
). 
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VI.  On Site Manager Routine Duty Schedule and Policies. 
 

The overall job description for the manager and assistant manager are attached as 

Appendix J. 

 

 A. Activities and Tasks 

    1. Snow plowing as required. 

    2. Maintain common lawn areas; requires 10 hours per week 

(summer) 

    3. Home Inspections require 8 - 12 hours per week. (Weekly in 

winter; bi-weekly in summer) 

    4. Inspect pool and hot tub security, chemistry, and equipment daily. 

    5. Clean clubhouse, check facilities, replenish supplies daily. 

    6. Maintain required records. 

     a. Truck fuel log.  

     b. Home Inspection log including ñunique requirements.ò 

     c. Publish weekly status report. 

     d. Record meter readings weekly. 

     e. Maintain and report alarms, with special note of false 

alarms. 

    7. Trash removal Monday and Friday requires 4 hours per week. 

    8.   Provide access to homes as requested by homeowners. 

    9. Respond to emails and phone calls daily. 

10. Respond to everyday malfunctions. 

11. Vacuum hallways of condominiums 

12. Shovel snow from condo steps, clubhouse and mail room 

13. Maintain clubhouse and mail facility, e.g. paint, repairs, etc. as 

needed. 

 B. Policies 

    1. Personal Services:  Our on-site managers primary responsibility is 

to maintain the common areas and facilities.  Because many 

Summerwood homeowners are only in residence part time, our on-

site managers perform routine home inspections and contract for 

emergency repairs for absent homeowners.  While in residence, 

however, homeowners are responsible for their own contractor 

selection and repairs.  The on-site managers will provide names of 

contractors with whom they are familiar, but can make no claims 

as to any particular contractorôs performance.  Historically 

Summerwood has had a problem with homeowners requesting 

ñpersonal serviceò beyond the scope of the on-site managersô 

responsibilities and impacting their ability to accomplish their 

regular work.  Some of the requests have been quite outlandish and 

have placed the on-site managers in a very difficult position.  Our 

management company distributes a personal services policy that 

states: ñOur Resident Manager is not permitted to personally 
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handle owner requests for individual services.  He will log and 

schedule work, supervise timely completion, and turn in the Work 

Order to our accounting office.ò  In other words the management 

company will hire someone else to do the personal services and 

then bill the homeowner.   

 2. Conflict with homeowner:  Occasionally an on-site manager is 

pressed by a homeowner to perform ñpersonal servicesò arguing 

that it is the managerôs job or just ask for a ñfavor.ò  The on-site 

manager should explain that it is beyond the scope of his 

responsibilities, but that he can provide names of contractors that 

can address the problem.  If the homeowner continues to press the 

issue, the manager should refer the homeowner to the management 

company supervisor.  In all cases the on-site manager should be 

personable and non-confrontational.   

 3. Contracting policy:  At the December 9, 2005 BOD meeting the 

following was suggested: ñDan Ulmer proposed setting some 

monetary limit under which the Manager is authorized to select a 

contractor without an extensive bidding process. If the contractor 

could be one of the [BPM] employees (Andy or Kelly), an 

additional bid should be solicited.ò  The BOD went on to authorize 

the Manager to select contractors for BOD approved work for 

$5000 or under.  It is up to the Manager to determine whether or 

not to obtain multiple bids, which contractor to authorize to do the 

work, and set the schedule. 

 

    4. Snow Plowing Priorities. 

     a. Roads. 

     b. Driveways for homeowners in residence. 

     c. Condo walkways and decks shoveled. 

     d. Clear snow from clubhouse and mail facility walkways and 

entrances. 

     e. Other driveways and anything else.  

 

 

VII.  Association Records Policies. 
 A. Summerwood Information Booklet: 

    1. The President shall maintain the master electronic copy.  The 

contracted management company will maintain the original 

recorded printed copy. 

    2. One Printed copy shall be provided to each Summerwood dwelling 

that requests a hard copy. 

    3. The contracted management company will maintain the extra 

printed copies. 

    4. Persons purchasing a home in Summerwood will be provided a 

copy upon request as required by the CCIOA. 
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    5. Homeowners requesting a second copy will be charged a nominal 

fee. 

    6. An electronic version will be maintained on the public section of 

the Summerwood Website for ease of access by potential 

purchasers of homes in Summerwood and their realtors. 

 B. Summerwood Operations Manual 

    1. The President or designated Board Member will maintain the 

master electronic version of the Summerwood Operations Manual. 

    2. The contracted management company will provide printed copies 

to homeowners upon request. 

    3. An electronic version will be maintained on the password-

protected section of the Summerwood Website. 

 C. Summerwood Phone Directory: 

    1. A designated homeowner, Board Member, or the contracted 

management company will maintain the master database. 

    2. The formatted phone directory will be emailed to all homeowners 

as changes dictate. 

    3. The contracted management company will provide printed 

versions to those homeowners without email and other 

homeowners on request. 

 D. Minutes of Board of Directors and Annual Homeowner Meetings: 

    1. A designated Board Member will manage the process of revising, 

finalizing, and distributing the draft minutes in accordance with 

current Board policy. 

    2.  At least the last three years approved minutes will be posted on the 

homeowners-only section of the Summerwood Website. 

    3. Each March during the collection and storage of the previous years 

records the minutes will be stored on electronic media and filed. 

 E. Minutes of the ACC and other Designated Committees: 

    1. The Chair of the ACC or other designated committee will keep 

minutes of all formal meetings and provide the minutes in 

electronic form during the March records collection and storage. 

    2. The Chair will provide copies of any minutes requested to 

homeowners. 

 F. Quarterly Financial Statements & Current Fiscal Year Operating Budget: 

    1. The Treasurer will ensure that an accurate quarterly Profit and 

Loss Statement, Balance Sheet, and current fiscal year Operating 

Budget are prepared and posted on the homeowners-only section 

of the Summerwood Website. 

    2. The end of fiscal year statements will be maintained electronically 

along with the various Association Minutes and other selected 

records as permanent records of the Association.   

 G. Written Communications to all Homeowners in General: 

    1. The President will maintain a file of his general communications to 

homeowners such as the Presidentôs Corner and any other 

communications he may send to all homeowners.   
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    2. These communications will be placed on the homeowners-only 

section of the Summerwood Website and retained for three years. 

    3. After three years these files may be discarded at the discretion of 

the Board. 

 H. List of Names and Addresses of Current Directors and Officers: 

    1. The contracted management company will maintain the master list 

of the names and addresses of the Current Directors and Officers. 

    2. Personal information like this and the phone directory will not be 

placed on the Summerwood Website. 

 I. Financial Audits or Reviews: 

    1. The Treasurer will ensure Audits or Reviews are conducted as 

required.    

    2. The contracted management company will maintain reports of 

these audits and reviews for three years and if reasonable post 

them on the homeowners-only section of the Summerwood 

Website. 

 

VIII.    Contracts and Agreements. 
 

 A. Contract between Summerwood HOA and Basic Property Management:   

   The extant contract between the Summerwood Homeowners Association 

and Basic Property Management was agreed to in November 2001.  It is 

attached as Appendix K. 

 B. Condo Associations Agreement 

An agreement between the Summerwood HOA, Basic Property 

Management and the three Condo Associations regarding unique special 

services provided to the Condo Associations and the compensation for 

those special services was agreed to September 1
st
, 2001.  It is attached as 

Exhibit A to the Contract between Summerwood HOA and Basic Property 

Management.  Appendix K. 

 

IX.  Changes to this Operating Manual.   
 This Operating Manual is a product of and for the Summerwood Homeowners 

Association Board of Directors.  It is intended to help the Board of Directors 

manage the affairs of the Summerwood Homeowners Association.  The content 

and changes to the content are at the sole discretion of the Board of Directors.  As 

policies are made or changed the Board of Directors is encouraged to update and 

reissue this document. 
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Appendix 
A Sample Agenda 

Agenda 
BOD 

January 6, 2006 
I   Call to Order 

 

II Approval of previous minutes, as corrected.  Copy to Erica. 

 

III Owners comments, if any* 

 

IV Review of Action Items from previous minutes    Anne 

 

V  ACC Report                      Bert 

 

VI  Managerôs Report 

 A. Financials        Ryan & John H 

 B. Resident Manager (Include Status Report)   Eric 

 C. BPM                                       Dan 

         

VII  Motion to ratify signing of checks ______ through _______ .  John H  

          

VIII Old Business 

 A.  2 ½ acre parcel Contract Modification    John Hermanussen 

 B.  Resolution to accept Information Booklet Modifications  John F 

 C.  Operating Manual development status    John F 

 D.  Pool Analysis       Ron 

 E.  Shed Modification to Managerôs Office Planning  Dan 

 F.  Resolution acknowledging inter meeting decisions  John F  

 G.  Approve 2006 budget                John H 

   

X   New Business 

 A.  Review and Assign New Action Items    Anne 

 

XI  Scheduling next BOD         John 

 

XII Adjournment 

 

* At this point, the chair will appoint a member of the Board to keep tract of Action Items agreed 

upon during this meeting.  At the end of the meeting, we will review these items and assign a 

person to follow them through to fruition. We will give a copy of Action Item to Recorder. 

 

Revised 12/26/05 
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B Board Directive 

Board Directive to All Homeowners 
 

Greetings from the Board of Directors of Summerwood: 

With your cooperation, Summerwood, in conjunction with Summit County Agra Dept., will 

promote a noxious weed elimination program this June and July (a brochure with pictures is 

included for your help in identifying this weed).  You are hereby asked to pull and dispose, or 

spray and kill this weed on your property by July 30
th
.  After an inspection of all properties, if 

your property is still infected, management will hire an outside contractor to dispose of these 

weeds, and the cost of this work will be passed on to you.  If you have any questions, please 

contact us by email, regular mail, or telephone 

Sincerely, 

 

I.B. President 

President 

Summerwood Homeowners Association 
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C Sample Homeowners Meeting Notice Cover Letter 
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D Sample Homeowners Meeting Notice 
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E Sample Nomination Form 
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F Sample Proxy / RSVP 
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G Sample Required Information 
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H Sample Order of Business 

 

 
 

 

 

 

 

 

 

 

 

 

 








