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Lake Cushman Maintenance Company
BOARD RESOLUTION NUMBER 2024-04

Relating to Policy Review and Approval Process

WHEREAS Article #1 of the Articles of Incorporation ("Articles") of the Lake Cushman
Maintenance Company assigns the Board of Directors ("Board") all powers and duties necessary
for the administration of the affairs of LCMC ("Association") and states that the Board may do
all suchacts and things, except those matters that the Board is prohibited from doing by law or
the governing documents;

WHEREAS Article #1 of the LCMC Articles of Incorporation provides that the directors
shall exercise their powers and duties in good faith and in the best interest of the Association
and its members;

WHEREAS the Board of Directors wishes to establish standards for the operation and
governance of the Association that serve as guiding principles for the Board of Directors, Board
Committees, LCMC staff, and members of the Association; and,

WHEREAS the Board has determined that it is in the best interests of the Association

and the Association’s members to adopt a process for establishing or revising LCMC policies, as
a guide for both the LCMC HOA and Water Utility.

NOW, THEREFORE, BE IT RESOLVED that the LCMC Board of Directors hereby adopts
Resolution 2024-04 relating to Policy on Policies as identified in Exhibit A within this resolution.

Passed June 27, 2024

ATTEST:
0Ll B e fo-17-702Y
Board President, Betsv Cfnnhnr?; Date

“~Board Secretary, Camllle Lemke
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EXHIBIT A




POLICY REVIEW AND APPROVAL PROCESS

PURPOSE

The policy provides a consistent process for LCMC review and approval of new or revised LCMC policies.

SCOPE

This policy applies to the LCMC Board and to Board Committees, LCMC staff, and HOA Members developing a
new policy or revising an existing policy relating to matters under the Board’s direction.

IDEA SUBMISSIONS

Policy change suggestions should include, but not limited to, the following elements:

e Purpose

¢ Intended outcome

e Written outline for the policy proposed or recommended change and who it applies to
e Point of Contact (name and preferred method of contact)

e Estimated cost (if known) and what department will this expense apply to

e Applicable laws that may apply (if known)

o Staff department or committee that should consider the recommendation

DEFINITIONS

Policy. Policies establish standards by which the HOA manages its affairs. A policy mandates, specifies, or
prohibits conduct to enhance the HOA mission, ensure coordinated compliance with applicable laws and
regulations, and promote operational efficiency. It may include procedures.

Procedure

A procedure is a description of the operational processes necessary to implement a policy. Written procedures
may be embedded within a policy, or as separate documents that explain the step-by-step processes
necessary to implement a policy.

Originator — A person or entity that suggests a new policy or revises an existing policy for LCMC Board review
and approval. The Originator may be any LCMC member, a LCMC Committee, LCMC General Manager (GM) or
staff or the Board of Director (BOD).
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POLICY APPROVAL PROCEDURES

If such suggestions are received by phone call or in person or originator without documentation and/or a
cover letter, staff will request that the originator submit the suggestion to LCMC by written report or
electronically. Such items upon receipt by LCMC will be date stamped and reviewed by staff.

Policy Tracking Sheet

All draft policies shall be accompanied by a policy tracking sheet or electronic equivalent, created during Step
1, below. The Tracking Sheet shall contain at minimum:

¢ The name of the policy
e QOriginator

e Dates that actions were taken and a one-line description of each action

Actions include originating the policy, distributing the policy, making recommendations to the originator,
revising the draft policy, votes taken on the draft policy, and final decisions regarding adoption of the policy.
The tracking sheet shall be retained in LCMC files.

If needed, a brief summary by staff can be attached to the suggestion/item. This would include instructions
that its reply and comments are to be sent to the LCMC Policy Committee.

For suggestions, new ideas and recommended changes the following procedures will be in effect.

Step 1

Department Staff

LCMC staff will review the request to move it forward.

If the suggestion or recommendation contains insufficient information or data for a review the Originator will
be notified. If the suggestion/item(s) calls for action outside of LCMC control or would in whole or in part
duplicate existing procedures or policies, then the originator will be notified of this result. Otherwise, the
submitted item should be moved forward to the appropriate Committee with the authority to consider the
suggestion/item. ‘

A.) If the Originator is a Board Member or Board Committee acting under direction of the Board or LCMC Staff
acting under direction of the LCMC General Manager (GM):

¢ The Originator prepares the draft new or revised policy and an accompanying resolution and tracking
sheet.
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¢ Once draft documents are prepared, proceed to Step 2.
B.) If the Originator is an HOA member:

¢ Initial draft documents shall be submitted to the LCMC Executive Secretary, who will attach a policy
tracking sheet. The Secretary shall distribute the draft documents and tracking sheet to the LCMC GV,
President of the LCMC Board of Directors, and Chair of the LCMC Policy Committee.

e These individuals shall determine whether the draft policy is best reviewed by LCMC Staff, the LCMC
Board of Directors, or a Board Committee, based on its subject matter. The draft policy will be
forwarded accordingly, with the tracking sheet. The Originator shall be invited to attend a relevant
Committee or Board Meeting and to describe the need and purpose for the proposed policy.

e The designated individuals or committee shall review the draft policy and make a written
recommendation for adoption as written, changes to the policy, or that the policy is not adopted. The
reasons for the decision will be documented and provided to the Originator, and the tracking sheet
updated.

e Feedback will be provided directly to the Originator by the GM or President of the LCMC Board, as
applicable, with the recommended approach.

Step 2

Policy Committee Review

Regardless of where a policy originates, the Policy Committee shall conduct a final review to identify any
conflicts with existing policies or to make structural or formatting recommendations.. The Originator may
request Policy Committee review early in the process to identify potential conflicts.

The Policy Committee will be responsible for conducting its review of the suggestion/item to determine if
recommended actions, if any, are consistent with existing policies or would call for any new or amended
policies. If there are affirmative recommendations for change in this regard which are endorsed by the Policy
Committee (which cannot be implemented without Board of Directors’ approval) then the file will be
submitted to the Board of Directors for its consideration.

Upon review, the Policy Committee shall either return the policy to the Originator with comments or make a
recommendation to approve or disapprove the Policy as written and forward the Policy and recommendation
to the Board. All comments and recommendations by the Policy Committee shall be provided in writing to the
Originator and the Board.

Step 3

Introduction to the Board
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Legal review
The subject is placed on the agenda for an upcoming Board meeting.

The Policy Committee Chair or Originator provides a copy of the draft policy and resolution to the LCMC
Executive Secretary no later than 10 days before the Board meeting for which discussion is scheduled. The
LCMC Executive Secretary makes a copy of the documents available electronically and places hard copies in
Director's meeting packets.

At the Board meeting, the Originator (or designated spokesperson) will be invited to discuss the origin and
need for the policy or policy revision. Questions are taken. The Board takes comments from Staff and
Committee members, as applicable.

The Board discusses the content and, at their discretion, should ask for member comments for new policies
and substantial changes to existing policies. The Board may waive member comments for minor changes or
those driven by external agencies, such as WA state law.

The Board then votes on whether to:

¢ Send to members for comment

e Draft the policy as written

¢ Propose Revisions

¢ Reject the proposal
The Directors make motions for any changes they want to see. If the Board decides that revisions are needed,
the Board communicates this to the Originator, and the Originator either makes or approves the requested
revisions or chooses not to proceed. This step may be repeated until the Board either approves the draft
Policy, proposes it for member comment, or rejects it. If the Board determines that member's comment is

appropriate before making a decision, proceed to Steps 4-6. If the Board decides member comment is not
needed, they may proceed directly to step 6. Substantive policies shall be provided for member review.

Step 4

Member Comments

Once approved for member comment, the LCMC Executive Secretary places the draft policy and resolution on
the LCMC website, notifies members of online availability, and indicates the period for submitting written
comments (minimum of 14 days). The staff provides hard copies to members upon request.

LCMC Staff prepare a spreadsheet summarizing the comments received and any additional information

provided by members who submitted comments or asked questions.

Policy Review and Approval Process Page: 4




If the draft policy originated in a Committee, the Committee will discuss member comments and suggest any
recommended revisions to the policy before forwarding it to the Board for further discussion.

The spreadsheet and any recommended revisions are made available to the Board, the LCMC GM, and

involved LCMC Staff and Committee Chairs electronically and placed in the Director's packets for an upcoming
Board meeting.

Step 5
Board Consideration of Member Comments

At a Board meeting, the Directors discuss the content and merit of the document in light of Member
comments. The Directors make motions for any changes they want to see.

The Board decides if any approved changes are sufficient to warrant another review period. If so, Steps 4 and
5 are repeated.

If the Board decides the policy is ready for a final Board vote, the board may proceed with a vote.
Step 6
Final Board Vote

A motion is made to approve the new, revised, or rescinded policy.

“The approval of a new, revised, or rescinded policy, requires a minimum of six (6) positive votes at a regularly

scheduled Board meeting.

If the motion is approved, the President shall sign an original copy after the adoption, amendment, or
rescission of the policies and/or procedures and the Corporate Secretary shall attest to the President's
signature and maintain a permanent file thereof. '

Upon approval, LCMC Staff prepares the final version, records and distributes the documents per normal
procedure, and posts the final policy on the LCMC website.

If the motion is not approved, the Originator decides whether to accept the outcome or redraft as necessary.
Regardless of the outcome, the tracking sheet is retained in LCMC files.

This process/procedure may only be deviated from in times of emergency, as described in Board Resolution 02-
12. Otherwise, this process/procedure shall be followed as outlined.
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Appendix Policy Change Diagram

The Policy change diagram provides a visual assistant of the review process but not meant to be
comprehensive of all possible scenarios between original suggestion and approval
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POLICY TRACKING SHEET

Name of Revised Policy: Policy Review and Approval Process (existing)

Originator: Policy Committee

Actions Taken

Date Action

9/8/2022 Draft revisions prepared by Policy Committee Chair and distributed to the
Committee

10/21/2022 Draft revisions discussed by Policy Committee and GM and further revisions
proposed

11/4/2022 Proposed revisions completed by Chair and distributed to Policy Committee for
review

11/18/2022 Proposed revisions unanimously approved by the Policy Committee

11/22/2022 Revised policy forwarded to the LCMC Executive Secretary for distribution to the
Board

04-09/23 Revised and redrafted

10/2023 BOD returned to PC with recommendations

4/16/24 Made recommended edits — Return to Board

6/27/24 Board Review/Approval






