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I. Call o Order: The meeting was called to order at 1:00 pm. 

II. Roll Call and Confirmation of Quorum: Nine of the board members were present via 

Zoom, therefore a quorum was established. Those present: Alec Berkman, Carole 

Gaasch, Paul Greenough, Kurt Haggman, Michael Hayden, Bill McNally, Patricia 

Oliveros, Jennifer Plombon and, David Ulis.  Also in attendance: Wally Greenough as 

ASC Liaison. 

Absent: Nicole Newton. 

Staff In Attendance: Debbie Smith, SRA Executive Director and Lori Thorne, Administrative 

Assistant and Note taker.  

Guests Observers: Jessica Bazett, Mitch Waterman, and Ashley McCully from Joint Partners 

LLC. Approximately 45 SRA Members logged into Zoom to observe the meeting. 

Prior to the meeting starting the board had a moment of silence in honor of previous SRA Board 

President George McKinney who died recently. 

 

III. Adoption of Agenda: The Agenda was adopted as presented. 

 

IV. Closed Session 

The board convened into closed session at 1:07 pm to discuss the following matters requiring 

confidentiality: 

a) Trees in violation of the View Control Plan 

b) View Control Properties and their individual issues 

c) Annual Engineering Reports on Neighborhoods 

d) Carnoustie Stormwater System Maintenance 

The Board convened into open session at 2:00 pm with the following results. 

a) On the trees in violation of the View Control Plan: The trees will be removed and 

replaced with suitable trees on December 4, 2020. The SRA will be responsible for 

maintaining the replacement trees for one year.  

b) On the other View Control Properties: The View Control Plan needs to be reviewed by 

legal counsel to ensure that it can be enforced and that individual issues can be dealt with 

effectively. 

c) On the Annual Engineering Reports on Neighborhoods: Certain neighborhood 

CC&Rs (for example, Drayton Hillside II) requires the Neighborhood Homeowners 

Association to have their own insurance. There are also requirements for the SRA to pay 

for annual Geotech testing in some neighborhoods. The SRA will also request that legal 

counsel review the CC&Rs.  

d) On the Carnoustie Stormwater System Maintenance: A motion was adopted for the 

SRA to validate that the SRA has the legal authority to spend capital funds on 

maintaining the Bioswale in the Carnoustie neighborhood and charge the Carnoustie 
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Declarant (Semiahmoo LLC) for the work performed, and if validated to proceed with 

having the work performed, and that the expenditure will not exceed $25,000 dollars. 

 

V. Announcements:  

i. Jennifer Plombon thanked Kurt Haggman for stepping up and serving on the Board 

and for filling the Treasurer’s roll and the work he has done, and she asked that he 

consider serving throughout 2021. 

ii. Alec informed the members who had just signed on at 2:00 pm that prior SRA Board 

President George McKinney has died.  

 

VI. Member Open Forum 

i. Ashley McCully read out the Open Forum Policy.  

1. Greg Wendt asked about why the SRA was considering purchasing a new computer for 

the Interim ASC Administrator Jessica Bazett. Based on the descriptions he had received 

on the issue, he felt that the problems were likely software related, and he inquired as to 

whether software was recently installed that the computer cannot handle or if it was just 

lacking in memory and needed an upgrade. He asked if an anti-virus scan had been 

performed or if a de-frag had occurred as this might resolve the issue. 

2. Greg Wendt also stated that he understands that the Finance Committee was formed and 

wrote the Finance Committee Charter and then items in the charter were removed by 

board members that restricted access from the finance committee to office personnel for 

which they might need to go for information in their development of a budget or finances. 

He asked that the board review the Charter and to know that it is not the charter that was 

put forth by the Finance Committee. He also stated that the Finance Committee that was 

formed was dissolved and that he believes it is because members of the Finance 

Committee had objections to how things were being done. He said there are issues with 

the board forcing items down the throats of members and that board is not getting the full 

story on what is going on. 

Alec responded that he was not aware of any computer problem. He also responded that the 

board charters the Finance Committee and not the other way around, and that the Charter will 

be reviewed later in the meeting. 

3. Joe Sothy, Royal Troon, revealed that he had volunteered to be on a Finance Committee a 

year ago, and at that time a couple of meetings were held in 2019. After the board 

turnover in 2020 there were no additional meetings scheduled and held until they asked 

for volunteers to serve on the committee at the 2020 Annual General Meeting. There 

have been four different meetings with SRA members who volunteered to serve and 

board members including Treasurer Kurt Haggman. It was surprising to those who were 

already serving on the Finance Committee that the board was advertising for additional 
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volunteers to serve on the committee. Joe asked what the composition of the Finance 

Committee will be, including how many members will serve, and how members will be 

selected. 

Kurt responded that there was a sense of urgency to revise the 2021 Budget and the board 

wanted to get the Finance Committee reconstituted as soon as possible. It was decided that the 

Finance Committee would commence work while the committee charter was being 

simultaneously developed. Without a charter in place, the work being done was somewhat 

unofficial.  The charter was voted on during section XI, item C, of this meeting and specified the 

composition and duties of the Finance Committee. 

VII. Meeting Minutes: The October 15, 2020 minutes were approved as distributed. 

 

VIII. Architectural Standards Committee (ASC) Status Report - Interim ASC 

Administrator Jessica Bazett (Joint Partners LLC): Jessica presented a status report for 

September through November including the following topics: 

1. Initial Problem Statement output from August Review- The Initial Problem Statement 

identified a heavy belief that the ASC Lacks Clarity in Role and Integration within the 

rest of the SRA governance model (i.e. other committees, Board Leadership) and with 

staff support and community compliance. The SRA accepted this Problem Statement and 

approved a corrective action in a subsequent contract. 

2. Corrective Action approved by the SRA board included: 

• working with the ASC Chair and ASC Administrator to streamline the Standards for 

Residential Construction, dated April 2019 removing non- ASC requirements and 

documentation, including fines and fees. 

• Propose ASC conduct a focused round table meeting to bring in all opinions, create a 

SWOT (Strength, Weaknesses, Opportunities and Threats) Analysis, develop targets, 

set a timetable, and initiate actions to resolve. 

• Peer review with other large scale HOAs to find best practices. 

3. Discovered “Unknown Unknowns”- Shortly after September 15th arrival on site, 

management, governance, and consultants rapidly determined a fundamental failure point 

of the ASC problem that resided with an employee. 

• An immediate change was warranted, was made, and that a stopgap plan to 

immediately backfill the role with a qualified individual was required. 

• The accepted short-term solution involved placing a qualified member of the 

consulting team into the ASC daily operational role. 

• This was a service different than originally contracted. 

• Due to Jessica stepping up into the daily operational role, the Corrective Action 

became a second priority. 
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4. Major unknowns encountered included: 

• Lack of ASC Administrator Process and Procedures Binder. 

• ASC office was nonfunctional; policies, procedures, processes, communications, 

compliance to CCRs, lack of adequate customer support. 

• Multiple different filing systems, locations, and structures, nothing in chronological 

order and electronic files were stored by last name and file type. Files were not 

organized by property address, making it near impossible to pull up needed records. 

• Application standards and inspection requirements inconsistently applied; response to 

members ad hoc, lacked standardization/review; many long-term open issues. 

• Construction compliance varied project to project – no Quality Control from start 

through completion. 

• Separate from construction, lack of consistent tracking, and follow up on non – 

compliance issues.  

• As interim ASC Administrator, Jessica had to make it good, before trying to make it 

better. 

5. Scope Change, Make the ASC office functional –  

• Establish an ASC Administrative process and procedures binder and begin 

documenting all ASC processes into the binder. 

• Create an electronic ASC file for every SRA address and begin filing all 

correspondence by address chronologically into those files. 

• Standardize process for all paper files to be maintained chronologically. 

• Draft ASC request forms and response form letter templates for Committee review 

and implementation.  

• Establish a set date and time for ASC inspection tours. 

• Committee meeting minutes reformatted consistent with Robert’s Rules of Order 

(motion, moved second, vote) minimizing turnaround of minutes. 

• Create an inspection process for New Construction projects from in concept through 

to completion to ensure ASC compliance – initiating Quality Control. 

• Establish a single non–compliance tracking spreadsheet for outstanding non–

compliance issues from report though resolution. 

• Create non–compliance letter templates to maintain professionalism and standardize/ 

streamline responses. 

6. Status of the ASC Position Today-  

• The Executive Director has a comprehensive position description that clearly defines 

the ASC Administrator’s role, requirements of position and responsibilities. 

• The position is ready for posting. 
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• Once the new employee is in place, tentative best guess of December to mid-January, 

the interim- ASC will step back and train the new employee. 

• This will allow the Architectural Control Coordinator to begin performing work as 

originally contracted. 

  

7. Challenges and Opportunities 

• ASC standards located in several documents.  

✓ Needs to be Streamlined into one document “ASC Policies”.  

• ASC Compliance process needs to be defined and implemented.  

✓ Create a Compliance Standard Operating Procedure (SOP).  

• Poor communication/integration between builders, City of Blaine and SRA/ASC. 

✓ Organize a round table meeting (via Zoom) with ASC, COB and contractors 

to identify SWOT (Strengths, Weaknesses, Opportunities and Threats) and 

find common success. 

• Lack of Quality Planning, Assurance and Control in ASC process. Implement a 

preliminary review and plan review prior to ASC presentation.  

✓ Upon ASC approval, implement a compliance review/ permit meeting prior to 

commencement of work. Track project compliance from application though 

project completion. 

• Lack of Emergency Hazard Tree Removal Policy, and No formal training for 

determining hazardous trees to a standard.  

✓ Develop a policy and procedure for emergency hazard tree removal, and train 

people on that procedure.  

8. Goal and Desired Outcome – Establish a capable knowledgeable customer service 

minded ASC Administrator that will support the ASC by using the association standards 

to maintain property values while providing high quality work output.  

• This position will support ASC compliance in the community through assisting 

homeowners utilizing a clearly defined documented fair review process that achieves 

community unity. 

• Achieving this goal would not be possible without the high-quality support provided 

by the ASC Members. 

 

IX. Management Contractor’s Report: The status report for October from Joint Partners 

LLC was reviewed. Alec reported that he sees documentation and processes changing. 

Alec has accepted the report as submitted.  

 

X. Treasurers Report: 
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a) Kurt announced that moving forward the financial statements will be presented by the 

Treasurer, not the Executive Director as was done in the past. Kurt presented the 

October financial statements. A motion was adopted to accept the October financial 

statements as presented.  The financial statements will be posted to the web site. 

b) 2021 Budget Revisions: Kurt presented the proposed 2021 budget revisions that was 

created by the Interim Finance Committee (Alec Berkman, April Hashimoto, Pat 

Kingshott, Lee Kulhanek, Joe Sothy, Dave Whitmore, Jennifer Spidle, and Kurt 

Haggman). A motion was adopted to accept the revised 2021 Budget with the 

following amendments to the budget passed at the Annual General Meeting: 

1. Remove revenue of $252,359 for real estate buyer's transfer fee. 

2. Add $17,000 revenue for Pacific Point dues assessment. 

3. Remove $20,000 expense for Community Courier. 

4. Reduce expense for education & training for administration staff by $1,000. 

5. Reduce expense for office supplies by $1,000. 

6. Reduce expense for Executive Directors discretionary spending by $500. 

7. Reduce expense for IT support by $7,000. 

8. Reduce expense for managerial consulting by $4,000 (due to shifting into 2020). 

9. Reduce expense for Maintenance education & training by $3,500. 

10. Reduce expense for SRA mortgage interest by $3,000 (refinance or pay down principal). 

About $62,500 of spending cuts proposed by the Interim Finance Committee were reinstated 

in the final vote by the Board, leaving a deficit of $89,900 in the 2021 operating budget. 

A subsequent motion was adopted to approve a change order to the Joint Partners LLC contract 

to add an expense of $21,120 for ASC administrator support to March 31, 2021. 

XI. Continuing Business and Voting as Necessary 

a) Transfer Fee Resolution 10/12/2020 – Point of Information. In reviewing the resolution, 

staff identified a scrivener’s error. A motion was adopted to edit the Transfer Fee 

Resolution to read that the Buyer’s Transfer Fee will expire as of December 31, 2024. 

b) Scheduling of Board Training and Strategic Planning: Mitch Waterman informed the 

board that the upcoming SRA Board Member Orientation will be held via Zoom and will 

be a four hour session to include the following  topics; insurance, legal counsel, human 

resources, ASC Admin, finance, CC&Rs, Bylaws, policies, procedures, authority limits, 

director and officer insurance, strategic issues, and visions of the association. He will 

distribute tentative dates via email. 

c) Finance Committee and Charter was reviewed and amended. A motion was adopted to 

approve the Finance Committee Charter as amended. The Finance Committee Charter is 

included below as Appendix A. 
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XII. New Business and Voting as Necessary 

a) SRA Directors and Committee Code of Conduct: A motion was adopted to implement a 

Code of Conduct for SRA Board of Directors and Committee members to sign that they 

will adhere to. 

b) SRA Office Access Policy:  A policy was proposed to require SRA members respect that 

the SRA Center  is a workspace and that appointments should be made if possible and 

that in the case of an impromptu visit, they should stop at the reception desk and indicate 

their reason for being there. A motion was adopted to approve the SRA Office Access 

Policy. The SRA Office Access Policy is included below as Appendix B. 

c) SRA Record Request Policy: Due to backlash from members, Alec reviewed the reasons 

the policy was drafted, which is intended to be for requests that require staff assistance or 

supervision and takes them away from normal duties.  The policy does allow for 

employee discretion, and for normal requests that require little staff time, the staff may 

choose to waive the policy. A records request form has been drafted as well. A motion 

was adopted to implement the Records Request Policy and the use of the Records 

Request form. The Request for Records policy is included below as Appendix C. 

d) Draft Proposed Bylaw Amendment – 2020-11-19-01 Appointment of Board Members: 

Under the Bylaws of the SRA the Board is able to appoint members to fill vacancies, but 

Board Resolution 2020-11-19-01 has been proposed to clearly define how the vacancy 

should be filled. Election Committee Chair Helen Worley joined in a discussion 

regarding the process of filling vacancies. The motion was tabled to allow for further 

review of the CC&Rs and the Bylaws regarding the Election Committee and the filling of 

board vacancies. 

e) Proposed Board Resolution 2020-11-19-02 Bylaw Amendment Defining Chartering for 

Committees: A motion was adopted to amend the Bylaws of the SRA to include a Charter 

for board committees. Board Resolution 2020-11-19-02 is included below as Appendix 

D. 

f) Appointment of Officers: Alec requested that board members send in their nominations 

for officer positions. 

 

XIII. Adjournment 

 

The next meeting will take place on December 10, 2020, 2:00 pm via Zoom. 

 

Adjournment – The meeting adjourned at 3:20 pm. 

 

Respectfully Submitted, 
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___________________________________                 __________________________________ 

Carole Gaasch, Secretary                                    Lori Thorne, Administrative Assistant    

 

_______________________________                                      ________________________________                  

Date                                                                                Date 

 

Appendix A 

 
Finance Committee Charter: 

Committee Purpose: The Finance Committee (Committee), chaired by the Semiahmoo Resort  

Association, Inc. (SRA) Board Treasurer, shall assist the Board in fulfilling its fiduciary duty by providing 

oversight of the SRA’s financial affairs and making recommendations to the Board for Board approval, 

modification or rejection. Such recommendations shall include consideration of future needs and 

expectations consistent with the mission and vision of the SRA.   

 

I. Mission and Scope of Role: Except as otherwise directed by the Board, matters of financial 

concern to the SRA will be first vetted by the Committee for recommendation to the Board 

consistent with the Committee’s purpose.  The objective of the Committee is to provide oversight 

of SRA financial affairs in the areas of financial management, accounting, reporting and internal 

controls and to perform specific financial related tasks as may be directed by the Board.  

 

II. Term:  A Committee member is appointed to the Committee for staggered 2-year terms on a 

calendar year basis.    

 

III. Membership: The Committee shall consist of a minimum of five (5) and a maximum of seven (7) 

voting members as determined annually by the Board. The Board Treasurer shall be a voting 

member of the Committee and shall serve as the Chairperson.  The Treasurer and no more than 

one (1) other Director may serve as voting members on the Committee.  The Executive Director 

and Accounting Manager shall be additional non-voting members of the Committee.  

Committee members shall be nominated by the Board to the Treasurer and appointed by a vote 

of the Board.   

Committee membership is limited to SRA members who meet the Minimum Qualifications: 

1. Committee members shall be SRA members in good standing, meaning current in all 

dues, assessments, and fines, for the duration of their term. 

2. A Committee member who misses 3 meetings without excuse shall be deemed to 

have abandoned their term. 



SEMIAHMOO RESORT ASSOCIATION (SRA) 

BOARD OF DIRECTORS  

REGULAR BOARD MEETING 

NOVEMBER 19, 2020 
 
 

9 
 

3. Committee members shall, upon appointment, execute the most recent Board 

adopted version of the Committee Code of Conduct and Committee Confidentiality 

Agreement and shall comply with such documents.  These documents may be 

amended from time to time by the Board.  Committee members will be required to 

sign amended documents within five (5) days after adoption by the Board. 

 

IV. Appointment. 

The composition of the Committee’s technical knowledge should be diverse to enable a wide spectrum of 

viewpoints and input on matters under consideration. Further considerations for appointment to the 

Committee will include, but will not be limited to: 

• Relevant experience (for example: accounting, operations, construction, economics, 
business) 

• Interest in service on the Committee 

• Has signed the Code of Conduct 
 

V. Schedule: The Committee shall meet a minimum of six (6) times annually, including at least once 

per quarter.  The Committee may meet more often if deemed necessary by a majority of the 

Committee. 

VI. Removal.  A Committee member may be removed by a majority vote of the Board upon such 

member’s failure to meet the Minimum Qualifications or a violation of this Charter. 

VII. Deliverables: The Finance Committee has the lead role for delivering the budget proposal to the 

Board for Board deliberation annually by July 1st.  The Finance Committee is responsible for 

establishing the budget development schedule/calendar while working with the Executive 

Director, Accounting Manager, and active committees to ensure all input has been consolidated 

into the annual budget submission.  

 

VIII. On a monthly basis, the Finance Committee shall provide a status report to the Board of 

Directors detailing the financial health and integrity of the HOA to the membership.  Therefore, 

it is ideal for the Committee to meet at least once per month. 

 

IX. Procedures: .    A Committee quorum is present when three (3) voting members, of which at least 

two (2) must be non-Board members, are in attendance at a scheduled meeting.  All Committee 

meetings are open to all SRA Members.  The Committee shall not meet in closed session.  The 

time, location, and agenda of meetings will be posted 72 hours in advance on the SRA web site.  

All meetings shall be conducted in accordance with Robert’s Rules of Order (most current edition), 

meetings will follow the posted agenda, and timely produced meeting minutes will outline the 

agenda and shall be filed with the Secretary of the Board.   

X. Decision Making and Limits of Authority: No business shall be conducted with less than a quorum 

of voting members.  The Chair shall send majority recommended actions forward to the Board for 

its consideration. The Committee is responsible for oversight regarding the adherence to 
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established policies, procedures and controls.  Further, the Committee shall review such financial 

policies, procedures and controls on an annual basis to assure that they are effectively 

implemented and are current in terms of compliance requirements and efficacy for the SRA.  
 

The Committee may also make recommendations to the Board concerning creation, modification, 

or implementation of financial policies and/or procedures and make recommendations pertaining 

to capital expenditures, budgets, investments, and other matters related to the SRA’s financial 

affairs.  The Committee shall have no authority to obligate the SRA financially or contractually.   

 

Committee members will work as a team.  An individual member’s role does not involve 

conducting independent reviews with staff, suppliers, vendors, or contractors unless directed by 

the Chair. 

 

 

XI. Responsibilities:  The three main areas of focus for the Committee are operational performance 

(including capital expenses), annual budget development, and dealing with externally engaged 

accounting firm and/or auditors.  These areas are further defined in making recommendations to 

the Board on updates or modifications as follows: 

 

A) Operational Performance: 

• Review the SRA's financial and accounting policies, procedures, and internal control 
policies annually to ensure they are adequate to safeguard SRA assets and to ensure legal 
compliance.  The Committee is responsible for seeing that such policies, procedures and 
controls are in place.  The Committee is responsible for ongoing operational compliance 
with policies, procedures and internal controls.  The Committee shall recommend changes 
it deems necessary. 

• Monitor income and expenses against the budget, from financial information given to the 
Committee by SRA Staff, approved by the membership or spending plan approved by the 
Board.  

• Review the SRA’s investment policies and performance. 

• Evaluate contractor proposals of significant amounts, as approved by the Board from time 
to time to ensure projects are equitably bid, responsive to need, and contractually clear 
on deliverables and risk. 

• Assign a volunteer from the committee to review monthly bank reconciliations. 

• Review in advance unbudgeted capital expenditures and unbudgeted operating 
expenditures that exceed SRA Staff’s spending authority and recommend actions to the 
Board. 

• Review, as requested by the Board, financial ramifications of major proposed transactions, 
new programs or services, as well as proposals to discontinue programs or services, and 
recommend actions to the Board. 

• Monitor policies, procedures and controls and suggest corrective actions to ensure that 
the HOA remains in compliance with its budget and other financial targets. 
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B) Annual Budget Process 

• Request the Executive Director to prepare an annual budget presentation in sufficient 
detail to justify the following year expenditures by line and present to the Committee in a 
formal meeting setting. 

• Review the Executive Director’s annual budget submission to ensure it is fully compliant 
with long range plans, asset recapitalization, and annual operating expenses. 

• Obtain formal input from all committees for the annual budgeting process. 

• Draft, review, and recommend annually to the Board actions and initiatives to achieve and 
sustain long-range HOA financial health. 

• Review the Annual Reserve Study as required per RCW 64.38 and ensure it is incorporated 
in capital planning. 

• Present an annual budget recommendation, recommended by a majority vote of the 
Committee, to the Board by July 1st each year and finalize the budget in sufficient time to 
be approved by the Board and incorporated into the AGM Voter Package for SRA 
membership approval. 

 
C) Financial Planning 

• Anticipate, to the best of its ability, potential future changes that may impact the financial 
condition and needs of the SRA. 

• Assist the Board in developing long-term financial strategies that maintain and enhance 
property values of the community at large. 

• Review and update a forecasting template to contemplate at least a two-year rolling 
financial forecast containing potential large items for spending, both for Operating and 
Reserve accounts. If uncertain of amounts to spend into the future, ensure that the 
assumptions for items desired for spending in those periods are listed.  Such forecast shall 
be consistent with the SRA Reserve Study, administrative and maintenance staff 
recommendations and the Mission and Vision statements. 

 

              D) Externally Engaged Accounting Firm and/or Auditors 

The outside accountants or auditors are ultimately accountable to the Board. The Committee 
shall take the lead role for the Board through the following actions: 

• Work with SRA Staff to ensure they prepare and deliver a set of books and records 
that is complete for the period(s) being reviewed or audited 

• Evaluate the performance of the external accountants annually and when 
appropriate, make recommendations to the Board concerning their retention or 
replacement. 

• Invite external accountants to present their findings to the Committee, and after 
discussion, invite them to present their findings to their client, the Board of Directors. 
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XII.  Amendment.  The Board reserves the right to amend this Charter by vote of a simple majority 
of the Board.  Such amendments shall take effect within 30 days after such adoption unless such 
vote specifies an earlier effective date. 

 

Appendix B 

The Semiahmoo Resort Association 

DBA SEMIAHMMOO RESIDENTS ASSOCIATION 

Board Policy    

 
Policy Title: SRA Center Office Access and Safety   

Policy #: 2020.01 

Date:  11/19/2020 
 

Policy 

Purpose: To ensure a secure, safe, and productive work environment for SRA Employees. 

Description: The SRA Center is the hub for Association members and volunteers. While we promote and 

encourage participation and friendly relationships within the community, our SRA Center is a working 

office. It is important for members to understand that all employees have the right to work without 

disruption and to control their work environment so they can feel safe and secure in their workspace.  

Members are asked to schedule time to meet with staff while acknowledging nature of spontaneity 

given the close-knit community. If a member comes to the office without a scheduled meeting, they are 

asked to stop at the receptionist’s desk to ask for an impromptu visit.   

Staff members have the right to request members and volunteers to leave the office/maintenance shop 

and return with proper notice/scheduling.  

 

History:  Adopted ____________ 

Rescinding/Superseding Policy _______________ 

  Superseded/Replaced by Policy ______________ 

    

Approved by: 
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[First & Last Name], Board President  

 

[First & Last Name], Board Secretary   

 

Reviewed By:  

 

[First & Last Name], Executive Director    

Appendix C 

The Semiahmoo Resort Association 

DBA SEMIAHMMOO RESIDENTS ASSOCIATION 

Board Policy  

 
Policy Title: SRA Records Policy and Procedure    

Policy #: 2020.02 

Date:  11/19/20 
 

Policy 

Purpose: The purpose of this policy is to strike a balance between providing timely assistance to 

Requestors for documents that are subject to examination under the Records Review Statutes (RCW 

64.38.045 & RCW 24.03.0135) while allowing SRA to manage requests in such a way as to avoid 

interference with essential Association functions for the benefit of all members. 

Description: The historical files of the SRA as of the date of this policy have not been efficiently stored 

and organized. While the Association supports members and volunteers needs for information requests, 

to prevent loss or misplacement of historical documentation, members and volunteers are required to 

follow the detailed records request policy/procedure outlined below 

Policy/Procedure: 

Semiahmoo Residents Association (SRA) is required by RCW 64.38.045 (Homeowners Association 

Act) and RCW 24.03.135 (Nonprofit Corporation Act) [the foregoing statutes shall be collectively 

referred to as the “Records Review Statutes”] to make “Records” available for examination by 

owners, mortgage holders and their agents (“Requestors”). 
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This policy establishes the procedures SRA will follow to comply with the Records Review 

Statutes. 

The Records Review Statutes do not obligate SRA to respond to questions, do research, or to give 

information that is not the subject of a Record. 

Except where these guidelines are mandated by statute, the guidelines in this policy are 

discretionary and advisory only and shall not impose any affirmative duty on SRA. SRA reserves 

the right to apply and interpret this policy as it sees fit, and to revise or change the policy at any 

time. 

Failure to comply with any provision of these rules shall not result in any liability imposed upon SRA. 

DEFINITIONS 

1. “Record” means an identifiable Record of SRA which SRA must make available for examination 

pursuant to either of the Records Review Statutes. Not every document or writing prepared, 

retained or used by SRA or its staff is deemed to be a “Record” that must be disclosed pursuant to 

the Records Review Statutes. The term “Record” is interpreted to mean official documents of legal 

significance prepared or received by SRA. As such, internal correspondence and e-mails, drafts of 

agreements, internal memoranda, correspondence with third parties, etc. are not deemed to 

constitute “Records” under the Records Review Statutes. 

2. “Exempt Record” includes all SRA Records that are specifically exempted or prohibited from 

disclosure by state or federal law. 

3. “Records Officer” means the Executive Director or designee. 

PROCEDURE 

1. How to Request Records: Any Requestor requesting access to Records or seeking 

assistance in making such a request must contact the Executive Director at: 

Executive Director 

Phone:   ___________________ 
Email:    
Hours: 8:00 am to 4:30 pm Monday through Friday 

2. Request Format: All requests to examine Records must be made in writing on  SRA’s 

Standard Records Request Form, a copy of which is attached as Attachment. 

2.1 Requests may be submitted in person, by mail,  or e-mail. Mail and, e-mail will be 

considered received on the date the form is stamped “received”, not on the date  sent. 

2.2 Requests should include the following information: 
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• The Requestor’s name, mailing address, and contact phone number; 

• The date of the request; 

• The nature of the request, including a detailed description of the Record(s) 

adequate for SRA to be able to locate the Records; 

• Whether the Requestor desires copies of, or to inspect, the requested Records. 

 
3. Response to Requests: Ordinarily, requests will be processed in the order in which they are 

received. SRA will process requests in the most efficient manner as the Executive Director deems 

appropriate, in light of budgetary and staff constraints. The Executive Director may ask a Requestor 

to prioritize the Records he or she is requesting so that the most important Records may be 

provided first. 

3.1 Within ten (10) business days of receiving a request, SRA will either  

• (A) provide the Record;  

• (B) acknowledge that the request has been received and provide a reasonable 

time estimate it will need to respond to the request;  

• (C) deny the request; or  

• (D) request clarification from the Requestor. 

3.2 Additional time to respond may be based on the need to clarify the intent of the request, 

to locate and assemble the Records, and to review for confidential and/or exempt 

information. 

3.3 If SRA receives a request for Records identified in terms of “any and all documents related 

to” or similar language and the Requestor is unable or unwilling to help narrow the scope of the 

documents being sought in order to expedite SRA’s response and/or reduce the volume of potentially 

responsive documents, the Executive Director is allowed to deny the request until such time as the 

Requestor can narrow the scope. SRA personnel shall not be obligated to interpret such a broad, 

general request in order to decipher which specific documents may be of interest to the Requestor, 

and the Records Review Statutes do not allow a Requestor to search through SRA’s files for Records 

which cannot be identified or described to SRA. 

3.4 SRA is not authorized to provide lists of individuals for commercial purposes. If any lists are 

requested, SRA may require the Requestor to verify that the list will not be used for a commercial 

purpose. 

3.5 If the Requestor fails to clarify an ambiguous request within 15 working days, SRA will treat 

the request as having been withdrawn. 

3.6 If a Record contains personal or confidential information that identifies an individual or 

organization other than the requestor, the Record will not be made available for examination or 

photocopying. 

3.7 If a responsive Record is posted on SRA’s website 

(www.semiahmooresortassociation.com), SRA may direct the Requestor to the online 
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Record in lieu of providing a paper copy. 

4. No Duty to Create Records: This policy does not require SRA to answer written questions, 

summarize data or information, create new Records, or provide information in a format that is 

different from original Records; however, SRA may in its discretion, create such a new Record to 

fulfill the request where it may be easier for SRA to create a Record responsive to the request than to 

collect and make available voluminous Records that contain small pieces of information responsive 

to the request. 

5. No Duty to Provide Information: This policy applies solely to requests for records. It does not 

require SRA to answer questions, to conduct research, or to issue opinions or give advice. If the 

requester is not seeking specific records but merely has questions regarding SRA, the requester 

should contact the administration office during normal business. Requests for information, research, 

opinions, advice, or similar requests will not be responded to pursuant to this policy. 

6. No Duty to Supplement Responses: SRA is not obligated to hold current Records requests open to 

respond to requests for Records that may be created in the future. A new request must be made to 

obtain later-created Records. 

7. Fees: In accordance with RCW 64.38.045 SRA is entitled to collect a reasonable charge for copies 

and costs incurred by it in providing access to Records. SRA will therefore assess the following charges 

for responding to Records requests: 

• ____cents per page or the actual per page cost, whichever is greater. SRA reserves 

the right to have Records copied by a third-party copier service. 

• Staff time for searching for, collecting and compiling Records will be billed at the 

rate of __per hour, in one-tenth increments. This fee is intended to cover SRA’s 

costs of those staff members or third parties engaged in providing Records 

responsive to the Records request. 

7.1 The Executive Director may require a deposit from any Requestor before initiating 

efforts to respond to a Records request. The deposit, if any, shall constitute the Executive Director’s 

estimate as to the costs to be incurred by SRA in responding to the request. If the Requestor does 

not tender the deposit within five (5) business days after being notified by the Executive Director, 

the request will be deemed satisfied. 

7.2 When Records are mailed to a Requestor, a charge for postage and the cost of the 

envelope or container used may be added. 

7.3 Fees may, in the Executive Director’s discretion, be waived due to the de minimis 

nature of the request, number of copies requested, or other circumstances. 

7.4 Pursuant to RCW 24.03.135, no fee shall be charged for inspection of the Articles of 

Incorporation or Bylaws, both of which are available for inspection on the SRA website. 

7.5 Any portion of a deposit not utilized shall be returned to the Requestor. 
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8. Preservation of Records: No employee, director or Requestor may remove a Record from SRA’s 

property without the Executive Director’s written permission. No member may remove a Record 

from a viewing area, disassemble, or alter, fold, mark, deface, tear, damage or destroy any Record. 

Records maintained in a file jacket or binders, or in chronological order, may not be dismantled 

except for the purpose of copying, and then only by SRA staff. Copies of Records may be copied only 

on copying machines of SRA unless other arrangements are made by the Executive Director. No food 

or drink will be permitted during the inspection of Records. Access to file cabinets, shelves, vaults and 

other SRA storage areas is restricted to authorized SRA staff. 

9. Closing Abandoned or Unpaid Requests: If the Requestor withdraws the request, fails to fulfill his 

or her obligations to inspect the Records within thirty (30) days of notice that the Records are 

available for inspection, or fails to pay the deposit, SRA personnel will close the request. 

10. Records Exempt from Disclosure: SRA is not required to permit inspection and copying  of 

Records for which disclosure of the Record is prohibited, restricted or limited by state law or federal 

statute or regulation or by Civil Rules for Superior Court. Without limiting the generality of the 

foregoing, the following Records are deemed to be exempt from disclosure: 

• List of members for commercial purposes. See RCW 24.03.135. 

• Protected Health Information. See Uniform Health Care Information Act, RCW 70.02; 

Health Insurance Portability and Accountability Act of 1996 (“HIPAA”); Health 

Information Technology and Clinical Health Act (“HITECH Act”). 

• Attorney-client privileged documents, work-product documents, and any other 

documents not discoverable in the context of a controversy under the Civil Rules of 

pretrial discovery. CR 26(b); Washington State Dep't of Transp. v. Mendoza de 

Sugiyama, 182 Wn. App. 588, 597, 330 P.3d 209, 213 (2014). 

• Confidential information that would violate an individual’s right to privacy. See, e.g., 

RCW 42.56.230(3). 

• Unlisted telephone number of a member. RCW 64.38.045. 

10.1 SRA’s failure to identify an exemption above shall not affect the effectiveness of the 

exemption. 

11. Loss of Right to Inspect: Inspection shall be denied and the Records withdrawn by the 

Executive Director if the Requestor, when reviewing the Records, acts in a manner which will 

damage or substantially disorganize the Records or interfere excessively with other essential 

functions of SRA. 

12. Disclaimer of Liability: Neither SRA nor any officer, employee, official or custodian shall be liable, 

or shall a cause of action exist, for any loss or damage based upon a release of Records if the person 

releasing the Records acted in good faith in attempting to comply with this policy. 

Despite the use of any mandatory terms such as “shall”, nothing in this policy is intended to 

impose mandatory duties on SRA beyond those imposed by state and federal law. 
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History:  Adopted ____________ 

Rescinding/Superseding Policy _______________ 

  Superseded/Replaced by Policy ______________ 

    

Approved by: 

 

[First & Last Name], Board President  

 

 

[First & Last Name], Board Secretary   

 

Reviewed By:  

 

[First & Last Name], Executive Director   

Appendix D 

Semiahmoo Resort Association 
DBA Semiahmoo Residents Association  

Board Resolution 2020-11-19-02 
  

A Bylaw Amendment Defining Chartering for Committees 
 

 WHEREAS, according to RCW (Revised Code of Washington 64.38.025 (1)), “Except as 

provided in the association’s governing documents or this chapter, the board of directors shall 

act in all instances on behalf of the association.”;   

 

 WHEREAS, the Association CC&Rs state under Article VIII - Administration, section 

8.03 - Agreements, “…and in performing its responsibilities hereunder, the Association, through 

its Board, shall have the authority to delegate to persons of its choice such duties of the 

Association as may be determined by the Board.”; and  
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 WHEREAS, there is no specified provision within the SRA Bylaws outlining the creation 

of Charters for committees of the Board. 

 

 THEREFORE, BE IT RESOLVED THAT Semiahmoo Resort Association amend the 

Bylaws to include a Charter process for Committees of the Board.  The Bylaw as amended, to 

reflect the changes made below.  Note the items to be removed will be struck through and items 

to be added will be underlined. 

 

Section 4.10 The Board shall be responsible for the affairs of the Association and shall 

have all of the powers necessary and convenient to conduct the affairs of the Association and, 

as provided by law, may do all acts and things except those which are reserved for the 

members by the Articles of Incorporation, these Bylaws, or the laws of the State of Washington. 

The Board may not transfer any of its responsibilities to a third party. However, it may delegate 

the execution of any aspects of its affairs, provided that such delegation is accompanied by 

clear and specific definition of accountability, authority, performance, expectations, and the 

means by which performance will be measured. 

 

To accomplish and achieve its Duty of Care and Fiduciary responsibilities, the Board is 

authorized to organize committees to perform tasks and to serve for such periods as the Board 

may approve in a Committee Charter. Each committee charter shall: 

 

i. designate a clear and specific scope of role and mission for the committee; 

ii. clearly define the committee’s goals and objectives; 

iii. provide for the committee to either chaired by, or reports to an assigned director; 

iv. establish the term of the committee; and 

v. define the deliverables of the committee which shall include consideration of future 

needs and expectations consistent with the mission and vision of the SRA   

 

A. Each committee shall promulgate its own rules of procedure for the Board to approve; 

provided that: 

 

 

 

i. a minimum 48-hour notice of each meeting shall be posted on the SRA web site, 

normally including an agenda; 

ii. no business shall be conducted with less than a quorum of voting members present; 

iii. minutes of each meeting shall be filed with the Secretary of the Board; 

iv. the committee meets a minimum of four (4) times each year; 

v. prior to service, members must sign the SRA Code of Conduct and non-disclosure 

forms and, during their service, adhere to those documents; 

vi. meetings shall be conducted in accordance with Robert’s Rules of Order (most 

current edition), meetings will follow the posted agenda, and timely produced 

meeting minutes will outline the agenda and shall be filed with the Secretary of the 

Board; and   
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vii. except when meeting with the Board, committees may not meet in closed session. 

 

B. Membership. 

 

i. The members of these committees shall be members in good standing throughout 

their term and shall be appointed by the Board, except as otherwise provided herein. 

ii. Unless a Director has been assigned to the Committee as the Chair by the Board, a 

committee chair will be selected by the committee by majority vote. 

iii. The Chair is responsible for communicating with the Board and communicating with 

other committees to minimize duplication. 

iv. The committee is established when its Charter is approved by a majority vote of the 

Board.  

v. Committees may request that the Board consider whether one (1) or more members 

of the committee shall be removed by following a specific process. 

a. A committee decision to make such a request of the Board shall be reached 

only in a public session of the requesting committee, 

i. which session shall be held with a quorum of the committee in 

attendance, in addition to the affected member(s); and 

ii. which decision shall be obtained by an affirmative vote of two-thirds 

(2/3) of the committee members actually present, regardless of 

abstentions, but not including the affected member(s) who shall have 

no vote. 

iii. The standard for any and all evaluation of removal from a committee 

shall be conduct severely disruptive to, or interfering with, assigned 

activities and responsibilities of the committee, or other seriously 

egregious conduct unbecoming of a committee member, including a 

violation of these Bylaw. 

 
 

  

 

 


