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Board Roles and Responsibilities
· President
· Board Meeting and Agenda, approval of meeting minutes
· Annual Meeting Agenda, update, and approval of meeting minutes 
· Monitor/Maintain: legal affairs, by-laws, pier rules and restrictions, finance, permits
· VP/Treasurer
· Annual Budget
· Annual Maintenance Fees
· Accounting, taxes, approval of invoices
· Annual updates: Insurance, licenses, certificates 
· Monitor project spending and budget
· Website maintenance
· Secretary
· Board Meeting prep
· Annual Meeting prep, draft meeting minutes
· Maintain member directory, website documentation
· Boat Registration and stickers, Parking Violations (coordinate with Director 2) 
· Manage communication with realtors, homeowners
· Director 1 – Landscape/Maintenance Projects
· Pier and Dock Annual Maintenance Audit: cleats, pier numbers/signage (only cleats and signs provided by board per pier rules and restrictions), pier/dock repairs (boards, nails, stain, etc.), stairs, handrails, Canoe Rack, etc.
· Provide annual list for maintenance and timeline to complete prior to annual budgeting
· Fencing/Gate/Electric Box Maintenance: hardware, locks
· Signs: update as needed, secured, legible
· Manage contract with landscaper, tree trimming, etc., approval of contract by board
· Monitor/confirm completion of projects; Approval of invoice/s upon completion 
· Provide Pier Keys to homeowners/service providers 
· Director 2 – Landscaping/Maintenance/Audits
· Landscape/Maintenance Management: Monitor/confirm completion of work, approval of invoice upon completion 
· Lawn, Tree, Plant, Weed Control Maintenance; audit/monitor throughout the season
· Monitor walkways to piers 
· Lighting: maintenance/replace bulbs as needed, maintain inventory 
· Electric Box: keys, approval of use by homeowner  
· Provide Pier Keys to homeowners/service providers 
· Monitor/Audit all watercrafts for stickers   
· All Board Members: If unable/unavailable to complete responsibility shall coordinate actions with other board members.  Provide transition plan for exiting position, as needed.
· Communication flow: 
· If there are more than 3 emails to communicate then phone call is required
· All meeting minutes, including budget, are due for approval within 30 days of meeting

