Council policy and procedures

I. ADDRESS (Permanent and Mailing)

Port Ludlow Village Council
Post Office Box 65012
Port Ludlow, WA 98365

The President and the Secretary shall be given keys to access the mail in the Post Office Box.
The annual rental fee for the Post Office Box is due by October 1st of each year.

The Post Office Box is located at the Port Ludlow U.S. Post Office sub-station in the Village
Commercial Center.

The mail shall be picked up and processed on a regular basis.
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Council policy and procedures

The registered agent of the PLVC shall be the current Secretary.

<

1. FINANCIAL

The PLVC bank account(s) and/or CDs are held with:

American Marine Bank
9500 Oak Bay Road

Port Ludlow, Washington
(360) 437-8805

The signatories on the account(s) and/or CDs shall be the President, the Vice-President, the
Secretary and the Treasurer.

Checks in the amount of one thousand dollars or less will bear the signature of one officer. Checks
in the amount of more than one thousand dollars shall require two signatures from among the
authorized signatories.

All checks will be printed and identified with the name and address of the Council.
No checks shall be made out to "cash™.

No member or Director shall obligate PLVC to any commitment, financial or otherwise without
the approval of the PLVC Directors, with the following exceptions:

A. The PLVC President may obligate the PLVC to an amount not to exceed $500 without the
approval of the PLVC Directors or its membership during any given year.

B. The PLVC Vice-President may obligate the PLVC to an amount not to exceed $250 without
approval of the PLVC Directors or its membership during any given year.

C. The PLVC Secretary and Treasurer may obligate the PLVC to an amount not to exceed $150
without the approval of the PLVC Directors or its membership during any given year.

Notwithstanding the above. no one including the Directors shall obligate the PLVC membership to
an amount exceeding the financial assets of the PLVC.

As per the Articles of Incorporation of the PLVC, a 60-percent affirmative vote of the Voting
Membership is required for the Corporation to obtain title to, sell, or lease real property or to
establish or levy assessments on the Voting Membership.

The Port Ludlow Village Council fiscal year runs from October 1 through September 30.
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The PLVC Directors may establish a reserve account without incurring penalty as a non-profit
corporation provided the funds are dedicated to and identified for specific use.

The Treasurer shall maintain an Income and Expense accounting of each PLVC committee.

The PLVC Treasurer shall prepare a monthly financial statement to present at the General
Meeting and available for distribution to the membership.

<

IV. PAYMENTS TO BUSINESSES AND/OR INDIVIDUALS

An itemized statement reflecting the date and nature of services performed, and/or
specifying the item(s) purchased shall be presented to the PLVC Directors in order for
payment to be made.

Individuals may be compensated for expenses related to business and/or activities
performed on behalf of the PLVC by submitting an itemized statement or itemized receipts.

<

V. CONTRACTS

All contracts obligating the PLVC must be ratified by the PLVC Directors as stated relative to
"commitments" under "Budget and Finance".

All contracts involving the PLVC shall be submitted in writing and shall be made available
for review by the PLVC Directors prior to the meeting at which the contract shall be
discussed and voted upon.

<

VI. PLYVC MEMBERSHIP RECORD

The PLVC Directors shall compile and maintain a record of the PLVC membership in
accordance with the requirements in the bylaws

<
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VII.

VIII.

CORRESPONDENCE

All correspondence, including billing statements, sent out by the Port Ludlow Village Council
shall be identified with PLVC and the permanent mailing address.

The PLVC has and shall maintain an inventory of letterhead and envelopes for the use of
Directors and committees to accommodate this identification.

<

INSURANCE
The PLVC insurance policy is held with:

Homer Smith Insurance Inc.
804 Water Street

Port Townsend, WA 98368
(360)385-3711

The current liability insurance covers the Board and Officers, and all committee members
and Port Ludlow property owner volunteers involved in PLVC endeavors for "Errors and
Omissions" only.

The insurance policy runs with the PLVC fiscal year from October 1 through September 30.

The insurance policy is negotiable and the PLVC Directors may entertain other competitive
bids prior to roll over.

<

MEETINGS

PLVC monthly General Meetings shall be held on the first Thursday of each month
beginning at 3 P.M.

The meeting location shall alternate between the Bay Club and the Beach Club.

PLVC monthly Directors workshop shall be held on the third Tuesday of each month and/or
as necessary.

The Annual PLVC Membership Meeting shall be held the first Thursday in October at which
time the newly elected Directors shall be seated.

All meetings of the PLVC Board, except those involving discussion of confidential matters
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only, are open to the public and the minutes thereof are available for inspection by
contacting the Secretary.

Complete and accurate minutes of all PLVC Meetings, except as qualified in the preceding
paragraph, shall be recorded and upon approval be made available to the membership by
posting at the Bay Club. These can be reviewed by contacting the reception desk. Minutes are
also posted on the PLVC website located at http://www.plvc.org/

Meetings shall not be held and votes shall not be taken by telephone or other electronic
means except in the extreme circumstance of emergency and/or immediacy, and such action
must be ratified by the Directors at the next meeting.

PLVC Directors shall take a formal vote for the record on all matters requiring action and on
all issues requiring representation on behalf of the community, the membership, or the
Council Directors.

<

X. COMMITTEES

Committee Guidelines

1.

Committees shall maintain a complete and current roster of active committee
members. Changes in committee membership shall be sent to the Council
Secretary who shall update the Committee roster.

Committee shall be responsible for minutes of all meetings reflecting issues of
discussion and any positions taken by vote. Minutes shall be provided to the
PLVC Secretary for inclusion in the Councils records.

Committee shall present a written report to the PLVC at its monthly General
Meeting and provide a copy of this report to the Secretary for inclusion in the
Council minutes.

Committees shall bring all proposed positions to the PLVC for a final vote prior to
representing a position to any individual or organization. Such position proposal
or request for action by the Council shall be in writing.

Committee correspondence shall be presented to PLVC for approval, signed by the
committee chairman and/or the PLVC President as deemed appropriate.

Committees shall submit a budget proposal for the following fiscal year, every
August, to the PLVC Treasurer for inclusion in the PLVC budget considerations.

Committee Chairman must approve expenditures from the allotted budget and
inquire from the Treasurer whether funds are available. Invoices or similar proof
of expenditure must accompany request for payment of expenses or
reimbursement.
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8.

XI.

XII.

XII.

The President of the Council shall appoint committee Chair annually. Members of
committee shall be residents of Port Ludlow. At least two members of each
committee will be Council members, who will have a vote the same as any other
committee member.

<

DOCUMENTARY EXHIBITS

A chart reflecting the annual cycle of activities and financial obligations on a month-by-
month basis shall be compiled and revised as necessary by the Treasurer.

A master record of major or historic position statements ratified by vote of the PLVC
Directors or membership shall be compiled by the Secretary.

<

PORT LUDLOW VILILAGE COUNCIL ARCHIVAL MATERIALS

All PLVC documents, corporate papers, contracts, financial and written records,
correspondence, etc., are the property of the PLVC membership.

PLVC Officers shall be the temporary custodians of these materials.

PLVC archival materials shall be stored when not in use or being referenced, in the PLVC file
cabinet located at the Bay Club.

A file of County, State, Developer, and PLVC documents applicable to Port Ludlow is
maintained by the PLVC Directors and is available for review by contacting the Secretary.

<

ELECTIONS FORMAT

—to be prepared later by the Membership & Elections Committee—

<

Return to Home Page
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PORT LUDLOW VILLAGE COUNCIL

POLICY AND PROCEDURE

I . ADDRESS (Permanent and Mailing)
Port Ludlow Village Council
Post Office Box 65012
Port Ludlow, WA 98365
The President and the Secretary shall be given keys to access the mail in the Post Office Box.
The annual rental fee for the Post Office Box is due by October 1st of each year.

The Post Office Box is located at the Port Ludlow U. S. Post Office sub-station in the Village Commercial
Center, '

The mail shall be picked up and processed on a regular basis.
Io. AGENT

The régistered agent of the Port Ludlow Village Council (PLVC) shall be the current Secretary.
. BUDGET AND FINANCE

The PLVC bank account(s) and/or CDs are held with:

American Marine Bank |

9500 Oak Bay Road * :

Port Ludlow, Washington

(360) 437-8805

The signatories on the account(s) and/or CDs shall be the President, the Vice-President, the Secretary and the
Treasurer.

Checks in the amount of one thousand dollars or less will bear the signature of one officer. Checks in the
amount of more than one thousand dollars shall require two signatures from among the authorized
signatories. ' '

All checks will be printed and identified with the name and address of the Council.
No checks shall be made out to “cash”.

No member or Director shall obligate PLVC to any cbmmitment, financial or otherwise without the approval
of the PLVC Directors, with the following exceptions:

A. The PLVC President may obligate the PLVC to an amount not to exceed $500 without the approval of
the PLVC Directors or its membership during any given year.

B. - The PLVC Vice-President may obli gaté the PLVC to an amount not to exceed $250 without
approval of the PLVC Directors or its membership during any given year.

C. The PLVC Secretary and Treasurer may obligate the PLVC to an armount not to exceed $150
without the approval of the PLVC Directors or its membership during any given year.
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HI. BUDGET AND FINANCE (Continued)

Notwithstanding the above, no one including the Du'ectors shatl obligate the PLVC membershlp to an amount
exceeding the financial assets of the PLVC.

As per the Articles of Incorporation of the PLVC, a 60-percent affirmative vote of the Voting
Membership is required for the Corporation to obtain title to, sell, or lease real property, or to
establish or levy assessments on the Voting Membership.

The Port Ludlow Village Council fiscal year runs from October 1 through September 30.

The PLVC Directors may establish a reserve account without incurring penalty as a non-profit
corporation provided the funds are dedicated to and identified for specific use.

The Treasurer shall maintain an Income and Expense accounting of each PLVC comumittee.

The PLVC Treasurer shall prepare a monthly financial statement to present at the General Meeting and
available for distribution to the membership.

IV. PAYMENTS TO BUSINESSES AND/OR INDIVIDUALS

An itemized statement reflecting the date and nature of services performed, and/or specifying the item(s)
purchased shall be presented to the PLVC Directors in order for payment to be made.

Individuals may be compensated for expenses related to business and/or activities performed on behalf of the
PLVC by submitting an itemized statement or itemized receipts.

V. CONTRACTS

All contracts obligatingj 'th"e PLVC must be ratified by the PLVC Directors as stated relative to
“commitments” under “Budget and Finance™.

All contracts involving the PLVC shall be submitted in writing and shall be made available for review by the
PLVC Directors prior to the meeting at which the contract shall be discussed and voted upon.

VI. PORT LUDLOW COMMUNITY DIRECTORY
The PLVC Directors shall compile and maintain a current directory of all Port Ludlow property owners.

The PLVC Directors shall compile and maintain a record of the PL.VC membership established by Port
Ludlow property owners.

VI. CORRESPONDENCE

All correspondence, including billing statements, sent out by the Port Ludlow Village Council shall be
identified with PLVC and the permanent mailing address.

The PLVC has and shall maintain an inventory of letterhead and envelopes for the use of Directors and
committees to accommodate this identification.
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VIII. INSURANCE
The PLVC insurance policy is held with:

Homer Smith Insurance Inc.
804 Water Street _
Port Townsend, WA 98368
(360) 385-3711

The current liability insurance covers the Board and Officers, and all committee members and Port Ludlow
property owner volunteers involved in PLVC endeavors for “Errors and Omissions™ only.

The insurance policy runs with the PLVC fiscal year from Octb‘ber 1 through September 30.

The insurance policy is negotiable and the PLVC Directors may entertain other competitive bids prior to roll
over.

IX. MEETINGS

PLVC monthly General Meetings shall be held on the first Thursday of each month beginning at
9AM.

The meeting location shall alternate between the Bay Club and the Beach Club.
PLVC monﬂﬂy Directors workshop shall be held on the third Thursday of each month and/or as necessary.

The Annual PLVC Membership Meeting shall be held the first Thursday in October at which time the newly
elected Directors shall be seated.

All meetings of the PL\;'(’f Board, except those involving discussion of confidential personnel matters only,
are open to the public and the minutes thereof are available for inspection by contacting the Secretary.

Complete and accurate minutes of all PLVC Meetings, except as qualified in the preceding paragraph, shall
be recorded and upon approval be made available to the membership by temporary posting at the Beach Club
and the Bay Club. . :

After the minutes are temporarily posted for a brief period, they will be on file at the clubs and can be
reviewed there, by contacting the reception desk.

Meetings shall not be held and votes shall not be taken by telephone or other electronic means except in the
extreme circumstance of emergency and/or immediacy, and such action must be ratified by the Directors at
. the next meeting,

PLVC Directors shall take a formal vote for the record on all matters requiring action and on all issues
requiring representation on behalf of the commumity, the membership, or the Council Directors.
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X

COMMITTEES
Committees shall maintain a complete and current roster of active committee members.

Committees shall be responsible for minutes of all meetings reflecting issues discussed and any positions
taken by vote.

Committees shall bring to the PLVC Directors all proposed positions for a final vote prior to representing a
position(s) to any individual or organization.

During the month of August, all Committees of the PLVC shall submit a Budget for the following fiscal year
to the PLVC Directors.

DOCUMENTARY EXHIBITS

A chart reflecting the annual cycle of activities and financial obligations on a month-by-month basis shall be
compiled and revised as necessary by the Treasurer.

A master record of major or historic position statements ratified by vote 6f the PLVC Directors or
membership shall be compiled by the Secretary.

PORT LUDLOW VILLAGE COUNCIL ARCHIVAL MATERIALS

All PLVC documents, corporate papers, contracts, financial and written records, correspondence, etc., are the
property of the PLVC membership.

PLVC Officers shall be the temporary custodians of these materials.

PLVC archival materials shall be stored when not in use or bemg referenced, in the PLVC file cabinet located
at the Bay Club. CA

A file of County, State, Developer, and PLVC documents applicable to Port Ludlow is maintained by the
PLVC Directors and is available for review by contacting the Secretary.

MEMBERSHIP VOTING

Ballots for membership voting on amendments to the Articles of Incorporation and the Bylaws of
the Corporation and on all other issues except for the election of Directors shall be sent to all

" Voting Members. Ballots for the election of Directors shall be sent to all owners of real property in

the Master Planned Resort.

Ballots are Proxy/Ballots giving the right to vote on the owners behalf to a designated Director of
the Board (usually the Secretary). The designated Director must cast the vote in strict accordance
with the owners stated wishes. An owner returning such a Proxy/Ballot may recover or change their
vote at any time before the Annual Meeting or Special Meeting at which the formal vote takes

place .
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XIII. MEMBERSHIP VOTING (Continued)

The following instructive statements to voters shall be included on ballots.

Only one vote is allowed per property owner no matter how many lots/houses are owned. In this
context, property owner is defined as any person or entity, or any identical combination of
persons and/or entities owning real property in the Master Planned Resort.

Each vote must include the signatures of all legal owners of the property of record, on the
separate signature card received with the ballot, and the card must be returned along with the
Proxy/Ballot, in the included envelope, in order for the vote to be valid.

If you received a ballot, but no longer own property in the Master Planned Resort, please check
the designated box on the ballot and return it, so that we can update our records.
O Signature(s)

There are two reasons for requiring signatures of all owners of a property. One is a general reason related to
all membership voting. This is to assure that a ballot has not been reproduced and/or returned by a person
who is not a Voting Member. The second reason relates to those who are not Voting Members at the time of
an election for Directors, but who become Voting Members by voting in an election for Directors. A
signature card is required to update our database of Voting Members.

A procedure will be used by the vote counting committee to maintain the confidentiality of the voter’s ballot.
One person shall open envelopes in view of at least two others and without viewing either the marking on the
ballot or the name(s) on the card shall pass the ballot to one and the signature card to another. The person
receiving the signature card shall verify its validity and then the person receiving the ballot shall record the
confidential vote.

. ELECTIONS FORMAT

4

A candidate for Director must be a Voting Member of the Port Ludlow Village Council.

Nominations for Director shall close at the August General Meeting in order to allow all candidates for the
positions to be included on the mail-out ballot. Write-in candidates shall not be accepted.

Candidates owning property on both sides of the Bay must declare which position they wish on the Board
(North Bay representative or South Bay representative).

In the determination of the number of Board positions representing each side of the Bay, multiple properties
with identical ownership shall be counted as one property only. Owner(s) of multiple properties on opposite
sides or the Bay must declare on which side of the Bay they wish their property to be counted for
apportionment of Directors.

A candidate must state intention to run for Director to the Board of Directors either in person or through
nomination by another Voting Member. If nominated by another Voting Member, the candidate must have
agreed in writing to run for the position. :

If a position is without a candidate, the Board will start the coming year with less than the normal ten elected
Directors and the position may be filled by vote of the Voting Directors at a later date if a qualified candidate
should become available.

A committee of Voting Members shall be designated to count the votes. No candidate running for election
may be included on this committee.

Each candidate shall have a short biography published in the Voice. These biographies shall also be included
with the mailed ballot.
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XIV. ELECTIONS FORMAT (Continued)
The following statement shall be included on the ballot.

An owner initiates ongoing voting membership status in the Port Ludlow Village Council by
voting for the first time in an annual election for Board Members or by signing a request form to
become a Voting Member.

Also, the following statements shall be included on the ballot to accommodate a request for voting
membership.

If you choose not to vote for Board Members in this election , you may still become a Voting
Member by checking and signing the following,

“I/we are not familiar with the candidates running in this year’s election so we do not wish to
cast a vote for Board Members at this time. We do, however, wish to become a Voting
Member of the Council.” Check box and sign if this is your desire. O Signature(s)

The following additional instructive statements shall be included on the ballot.

Vote for both North Bay and South Bay candidates regardless of where you live or own
property.

. Cumnlative voting, i. e., casting more than one vote for any one candidate, is not allowed.
Vote for ____ North Bay candidates from the following list.

Vote for___ South Bay candidates from the following list.
All responding owners.thay vote on amendments to the Articles of Incorporation and Bylaws or
other issues put before the Voting Membership following voting for Board Members or stating
their request for voting membership status, either of which qualifies them as a Voting Member.
The following qualificafion to this statement is in effect for the year 2001 election due to an
existing requirement of the Bylaws, which we hope fo amend this year. In order for the
statement to be valid, if you are not presently on the rolls as a Voting Member, the ballot must be
received at least 48 hours before the formal election takes place, i.e., received by October 2,

2001
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