The Point Owners’ Association, Inc.

Landscape Committee Guidelines
Enacted & Effective: January 20, 2015
1. Purpose. The Landscape Committee (“Committee”) has been created by The Point Owners
Association, Inc. (“POA”) Board of Directors (“Board”) and reports to the Board.
2. Annual Review. The Committee chair is responsible for ensuring that this document is
reviewed by the Committee annually. The Board liaison to the Committee shall provide a
short report to the Board for inclusion in the Board pre-read packet for the Board’s April
regular meeting: (i) naming the Committee’s chair-elect, and (ii) clearly identifying any
recommended edits (or that no edits are recommended) to be made to this document through
this annual review process. Any recommended edits should be provided in a format that
readily shows the recommended edits (e.g., a redline).
3. Responsibilities. The Committee is responsible for keeping our neighborhood common
areas beautiful for all to enjoy. The committee's responsibilities include selecting plantings
and seasonal flowers for POA landscape beds along Brawley School Road, selecting
Christmas decorations as well as overseeing maintenance of POA common open areas,
irrigation, lighting, and off site septic fields.
4. Committee Organization.
a. The Committee shall consist of 6 to 8 members, all of whom shall be unpaid volunteers.
b. The chair of the Committee shall be elected by the Committee members annually, which
election will be reviewed and may be formalized by the official appointment of the chair
by the Board. The Committee chair shall serve until his/her replacement is appointed.
Except in extraordinary circumstances, the Board liaison to the Committee shall not serve
as the Committee chair. The Board may remove a Committee chair at any time, with or
without cause.
c. The Committee shall meet as frequently as the Committee chair deems necessary.
d. Minutes may be taken at all committee meetings (but there is no requirement to take
minutes). A copy of any and all Committee meeting minutes must be timely sent to the
Management Company.
5. Relationship To The Board.
a. A Board member shall be appointed annually to serve as the liaison between the
Committee and the Board. The Board liaison is responsible for keeping the Board
apprised of significant Committee activities.
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b. All contracts to be managed by the Committee shall be consistent with the
contracts/signature authority policies and SOPs set forth in the POA’s Governance
Manual.
6. Relationship To POA’s Management Company. The management company engaged by
the Board (“Management Company”) staff will provide administrative support to the
Committee, including maintenance of contracts managed by the Committee and other
Committee records and files and shall provide reasonable secretarial support to the operation
of the Committee as reasonably requested.
7. Record Retention. The following types of paper and electronic documents pertaining to the
operation of the Committee that need to be retained include:
Document Type
Historical books with
pictures of flowers
planted each season,
holiday decorations and
committee minutes.
Vendor contracts for
Providence Landscape
Group, Carolina Land
Consultants, Arbor Guard
and Box of Rain.

Inventory of all
Christmas decorations
stored in circle building.

Where Stored
With individual
committee member
responsible for the
book(s).

Retention Period
Need not be maintained
and can be destroyed at
any time subject to legal
hold.

Paper execution copy
(with original signatures)
at Management
Company. Electronic
copy of execution copy in
Association's
Dropbox.com account.
Management company.
Electronic copy in
Association's
Dropbox.com account.

The duration of the
agreement plus three
years.

Vendor certificate of
insurance with POA
listed as an additional
insurer.

Paper execution copy at
Management Company.

Routine administrative
communications and
data, transient
memoranda or notes, and
unused or insignificant
drafts or copies having
limited and short-term
value or usefulness.

n/a

The duration of time that
the item is owned and
stored in the circle
building or at other off
site locations.
The duration of the
agreement plus three
years.

Need not be maintained
and can be destroyed at
any time, unless subject
to a legal hold.
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Records that are no longer in active use may be archived, including being stored at one or
more commercial off-site storage facility designed for the storage and prompt retrieval of
archived records, as deemed appropriate by the Board of Directors from time to time.
Paper and electronic records of the POA that are maintained by a member of the Committee,
should be promptly provided to the Committee Chair or deleted upon that Committee
member’s resignation or removal from the Committee, as directed by the Committee Chair.
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