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EDELWEISS HOMES ASSOCIATION 

 

OPERATING MANUAL 

 
 

BACKGROUND - Legal structure of the Association 

 

The Edelweiss Homes Association is a Kansas corporation organized as a 501 (c) (3), not for 

profit corporation under federal I R S rules.  It is organized under Kansas law (KSA 58-3701 et 

seq.) and operates under KSA 58-4601 et seq, Kansas Uniform Common Interest Owners Bill of 

Rights Act, and under the terms of The Articles of Incorporation of the Edelweiss Homes 

Association dated 1-10-76.  Its membership is composed exclusively of owners of homes in 

Edelweiss, and it is governed by a nine-member board of directors.  The limitations, obligations 

and general structure of governance are set forth in a series of documents known as the 

“Declaration(s) of Restrictions (hereinafter, “Declarations”) together with the amendments to 

them.   

 

The Declarations and its various amendments are on file in the office of the Register of Deeds of 

Johnson County, KS.  The most current Declaration of Restrictions was approved by the vote of 

the members of the Edelweiss Homes Association on April 14, 2015. 

 

The task of administering the many specific rules and regulations contained in the Declarations is 

given to the board of directors which is, in turn, given the authority to, “make, alter or repeal…,” 

the bylaws of the Association.   

 

 

Fiduciary Responsibility of the Board of Directors 

 

The board of directors is the official governing body of the corporation composed of over 200 

homeowners who have an investment in Edelweiss.   It is responsible for all matters relating to 

the corporation except those otherwise provided for in the Articles of Incorporation, and the filed 

Declarations.   

 

Although board members receive no compensation for their services, they do carry a significant 

moral and legal or “fiduciary” responsibility to all members of the Association.  Because of those 

responsibilities, it is imperative that all meetings and actions of the board be held and taken in a 

manner consistent with those responsibilities.   

 

Meetings of the Board of Directors 

 

The bylaws of the Association provide for regular and special meetings of the board, but do not 

deal with the details of their conduct. The board is the responsible agent for the association and 

its members. It is, therefore, imperative that all meetings be held in a respectful, business-like 

manner and that all actions taken are done with adequate safeguards to assure that the affairs of 

the association are properly administered.  There must be a clear trail or record of all actions 

authorized and taken by the board.  Financial records, contracts and agreements made must be 

maintained in a systematic manner.  These records must be in an identified location (currently 
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held by the Administrator) and accessible for audit or review at any time to avoid criticism 

and/or liability for potential wrongdoing.    

 

All board members, committee chairs and residents shall behave appropriately at all meetings 

and refrain from speaking until recognized by the meeting chair. Language at meetings shall be 

kept respectful, and those speaking at any meeting shall remain calm and controlled. No 

vulgarity or cursing will be tolerated. Though differences of opinion are inevitable, they must be 

expressed in a respectful and courteous manner. 

 

Suggestions for Conduct of Meetings 

 

In conducting the business of the association in all regular meetings, special meetings, and 

committee meetings of the board, the basic procedures commonly recognized in Robert’s Rules 

of Order should be followed. 

 

1. Regular meetings of the board shall generally proceed in the following manner: 

a. Call to Order. 

b. Roll Call. 

c. Board President’s Comments. 

d. Resident Open Forum (see *Note 1 below) 

e. Approval of Minutes of the prior meeting with any corrections or additions proposed by 

board members.  

f. Approval of Agenda. 

g. Business Agenda - The business agenda is that part of the meeting in which board 

members shall present, discuss, make specific motions for action, and take such official 

actions as are to be recorded in the minutes of the meeting.  

i)   Committee Reports to the board on current activities and special concerns of the   

committee not included in the written monthly report submitted.  Present any 

pertinent information or recommendations concerning any perceived needs or 

proposed specific actions, contracts for goods or services and other recommendations 

which require the attention and/or the approval of the board. 

ii)  Old Business - Action on items that have been deferred or tabled from prior meetings. 

iii)  New Business - New information or recommendations concerning any perceived 

needs or proposed specific actions, contracts for goods or services or any other 

recommendations which require the attention and/or the approval of the board not 

previously discussed under Committee Reports.  This would also include items which 

have been presented by association members. 

h. Adjournment The meeting should be officially adjourned by order of the chair or upon a 

proper motion, second and majority vote of the board members present. 

 

*Note 1:  The Resident Open Forum is an opportunity for an association member to present 

matters of concern to the board for its consideration.  This period SHOULD NOT be taken 

as an opportunity for discussion by the board members.  Matters requiring board action 

should be taken up in the board’s business meeting under NEW BUSINESS, placed on the 

agenda of a subsequent meeting or referred to the appropriate committee chairperson for 

study and recommendations. Time for any presentation should be limited to five minutes 

unless extended by the permission of the chair.   
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ORGANIZATION AND BUSINESS PRACTICES 

 

Officers of the Board 

 

Board members are elected by the members of the association as provided in the Declarations 

and the Bylaws of Edelweiss, with three members elected each year for three-year overlapping 

terms. 

 

Officers of the board are appointed by the elected members of the board from the membership of 

the board.  Officers are appointed for one-year terms beginning at the second December meeting.   

 

Vacancies on the board or its officers are filled by appointment by the board for the remaining 

time until the next election.   

 

Board offices established by the bylaws are president and vice president. By custom and practice, 

the board also appoints one of its members as recording secretary and one member as treasurer.   

 

An administrator is contracted by the board in a ministerial capacity but may not be a member of 

the board. The administrator is jointly responsible to the president and the treasurer. 

 

Standing Committee Structure 

 

The board of directors is recognized as being responsible for the general administration and 

governance of the affairs of Edelweiss.  However, the Declarations specifically provide for the 

delegation of authority and action to various standing committees appointed by the chair and 

approved by the board.  All committee chairs and members are ultimately responsible to the 

board and exercise only the powers and duties given to the committee through the Declarations, 

the general policies of the board or by specific direction or authorization of the board. 

 

Standing committees currently authorized by the board are: 

1. Architectural Compliance 

2. Clubhouse 

3. Communications 

4. Finance 

5. Grounds (Drainage and Retaining Walls) 

6. Grounds (Grass and Shrubs)  

7. Grounds (Trees)  

8. Painting 

9. Parking 

10. Social  

11. Streets 

12. Swimming Pool 
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Business Practices and Policies   

 

1. The chairperson of any standing committee or any special (ad-hoc) committee shall be 

responsible for making recommendations to the board in the area(s) of responsibility 

assigned to the committee.  The chairperson of the committee shall be responsible for 

arranging for the purchase of, or contracting for, any goods or services relating to the 

concerns or assignment of the committee unless specific directions to the contrary are 

given by the board. 

2. The following practices and policies shall govern the board and all committee chairs in 

the purchase or contracting for any goods or services: 

a. Any purchase agreement or contract which is within the budgeted allocation for its 

objective and for the committee, and which are less than $1,000 may be made and 

executed at the discretion of the committee chairperson.  No formal written 

agreement or contract is required for these purchases or contracts.   

b. Any purchase agreement or contract for the purchase of goods or services more than 

$1,000 shall be subject to the following conditions:  

1) A Standardized bid request must be presented to all bidders containing specific 

requirements for the work to be performed, materials to be used, any time limits 

involved, and any other necessary descriptions of the terms and conditions of 

performance. 

2) Not less than three (3) reasonably comparable bids from competent and 

qualified bidders should be obtained.  The Chair will work with the board liaison 

if assistance is needed in locating vendors to contact for bidding.   

3) Evidence of bidders’ required licenses to perform the services proposed and 

which are issued by the appropriate governing body or agency should be included. 

4) Evidence of liability insurance coverage of vendors or contractors should be   

included. 

c.   The board shall review all bids and proposals submitted by contractors for 

maintenance, services, and purchases and approve awards for such as requested by 

the chairperson.   

1)  The committee chairperson will submit copies of all bids received, along with 

a copy of the bid request form, to the board for review and approval.  If the 

committee chairperson wishes to recommend a specific contractor, who is not the 

lowest bidder, they must provide justification for their recommendation in 

writing. 

2)  When approved, all paperwork will be signed by the board president either 

electronically or on a printed document. 

3)  Copies will be given to the contractor, chairperson and administrator and a file 

copy retained by the secretary of the association.  

4)  The board will review all contracts annually along with any changes, increases 

or amendments that may be proposed, and may request re-bidding of a contract in 

any year. 

5)  All board actions regarding contract review, approval or extension must be 

recorded in the meeting minutes. 
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OFFICERS OF THE BOARD AND THEIR DUTIES  

 

PRESIDENT:  The President shall perform the following duties: 

a.  Preside over all meetings of the board, the Annual Meeting, and any special  

     called meeting of the association. 

b. Have the general powers and duties of management usually vested in the office   

    of the president and as may be prescribed by the board or in the bylaws of the  

    association. 

c.  Serve as an ex officio member of all standing and ad hoc committees. 

      d.  Establish special ad hoc committees when authorized by the board. 

            e.  Ensure that any changes to the Bylaws, Declarations or other rules or policies of  

     the board are adopted in accord with Edelweiss governing documents and all   

    requirements of local, state, and federal law. 

f.  Be responsible for the contracting of an administrator, in consultation with the  

    board treasurer.  The administrator’s “contractual agreement” and compensation shall 

be subject to annual review of the president and any change shall be subject to the 

approval of the board. 

g. Annually, no later than the July board meeting, with the approval of the board, appoint 

a nominating committee composed of at least three members of the Association 

(majority of members must be non-board members), to nominate a slate of candidates 

to fill the board positions expiring at the end of the year.    

      h. The president shall sign all contracts.  

      i.  The president shall be subject to the control of the board. 

 

 VICE PRESIDENT:  The vice president shall perform the following duties: 

a. Be responsible for coordination of all arrangements for the Annual Meeting of the 

association including:   

1) Supervise distribution of notice of date, time, place, and purpose of the meeting 

to all homeowners. 

2)  Arrange for the proper set up of the clubhouse for the meeting and arranging 

with the social chairperson for serving of refreshments following the Annual 

Meeting. 

b. Perform such other duties or functions as may be requested by the president or  

      board. 

c. Preside at all meetings of the board and/or the association in the absence or incapacity 

of the president and, in the event of a vacancy in the office of president, to assume the 

duties of president until such time as a new president is selected by the board. 

d. Be responsible for calendar of events of all non-social activities of Edelweiss.  

 

RECORDING SECRETARY:  The recording secretary shall perform the following duties: 

a.  Record the minutes and proceedings together with a clear record of motions, 

amendments, and actions taken in the board or the association meetings. 

b.  Distribute the minutes of previous board meeting electronically to all board members at 

least one week prior to the board meeting. 

c.  Submit the approved board minutes of the previous month’s meeting to the website 

administrator on a timely basis for posting to the HOA website as public record. 
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TREASURER:  The treasurer shall be a member of the board and shall also serve as the board 

liaison to the Finance Committee.  The Treasurer will perform the following duties: 

- a. Assist the administrator in: 

1) Formulating and establishing internal controls necessary to ensure proper 

management of the expenditures of association funds, authorizing and making of 

contracts, purchase of materials, making payments for goods and services, etc. 

2) Making decisions and taking actions for collection of delinquent accounts of 

homeowners including filing of liens. 

b. Be responsible for annual reviewing, securing, and maintaining of adequate insurance 

coverage in the following areas with appropriate board approval. 

  1) Fire and extended coverage on clubhouse and pool 

  2) Liability coverage in all common areas 

  3) Officers and directors’ liability insurance 

  4) Earthquake insurance 

 

ADMINISTRATOR:  The administrator is a contracted ministerial officer and cannot be an 

elected member of the board.  Recommendations regarding terms, conditions, compensation, 

and termination of the administrator’s contract are made by the president and subject to 

approval of the board. The administrator shall perform the following duties: 

a.  Collect, receive, and deposit all monies of the association in designated bank   

     accounts insured by the Federal Deposit Insurance Corporation and which bear     

     interest in the highest applicable rate. 

b. Be responsible for disbursement of all funds as are authorized by resolution of the 

board or authorization of a committee chairperson in accord with the policies and 

rules of the board. 

c. Co-sign all checks and notes of the association. 

d. Keep and maintain a proper record of accounts of all business transactions of the 

corporation including, but not limited to: 

1)  Accounts of all receipts and disbursements in proper budget categories. 

2)  Individual accounts of assessment payments by all homeowners. 

3)  A record of all assets and liabilities. 

e. Keep and maintain files of all bills and invoices paid. 

f. Keep and maintain files of all contracts for goods and services approved by the board. 

g. Keep and maintain the accumulated files of the Association including, but not limited 

to:   

1)  Accountant’s Compilation for each fiscal year. 

2)  All active and expired insurance policies. 

3)  Any maintenance agreement covering equipment owned by the 

     association. 

h. Maintain a current list of all property owners including name, current address, and 

telephone number and make such information available to board members upon 

request for the conduct of association activities and services. 

i. Collect, and with the assistance of at least one board member and one non-board 

member, validate and count all completed ballots received in all elections of the 

association and count all votes cast in any official meeting of the association.   

j. Provide prompt written notice of the results of any written ballot election and an oral 

report of other voting results in official meetings of the association to the president of 

the association.  
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k. Notify ECHO editor, clubhouse chairperson and pool chairperson of delinquent dues 

homeowner’s names and amount each month. 

. 

OPERATING COMMITTEES AND THEIR DUTIES 

 

Committee Descriptions and Duties 

 

These duties apply to all Committee Chairpersons: 

a. Chairpersons are responsible for organizing and working with volunteers as needed. Each 

chair is responsible for completing committee tasks and providing a written report to their 

respective board liaison and the Board Secretary prior to each monthly board meeting.  

b. Chairpersons are responsible for developing written bid specifications for contracted 

work, contacting outside vendors or contractors to secure bids to present to the board, and 

participating with the board in contract negotiations. They are responsible for obtaining a 

Certificate of Liability Insurance, W-9 Tax forms and all other licenses or permits 

required for the project. 

c. Chairpersons may sign all contracts and agreements with vendors or contractors under the 

$1,000 limit, however the board president will sign all other contracts.  

d. Chairpersons are responsible for supervision of all contracted work; review and approval 

of invoices submitted by contractors and vendors; and for submission for payment by the 

Administrator after inspection of the project. 

e. Chairpersons will work with the board liaison to address committee concerns and will 

include the board liaison in all committee meetings held. 

f. Chairpersons will submit an annual budget estimate to the board liaison for inclusion in 

proposed annual budget. 

g. Chairpersons will educate residents concerning compliance with the Edelweiss policies 

set forth in the Policy and Procedures manual that relates to their committee function. 

Violations of policies that cannot be resolved by the chairperson will be submitted to the 

board in their monthly report for board action as needed. 

 

1. ARCHITECTURAL COMPLIANCE CHAIRPERSON:  The committee chairperson and 

sub-committee members are assigned the following specific responsibilities and duties: 

a. Evaluate all Architectural Compliance requests for modifications to the exterior of 

any Edelweiss home on a timely basis.  Secure specific plans and specifications for 

any proposed modifications and evaluate their compliance with Edelweiss 

architectural integrity or aesthetics or regulations in the Declarations.   

b. Submit any plans and specifications detailing the nature of any proposed 

modifications together with the committee’s recommendations to the board for final 

action.  Note:  Items having little significant effect on neighboring property, not in 

violation of policies or the Declarations may be approved and signed off by the 

chairperson with notification given to the board in the monthly report to the board. 

c. Convey any related board action concerning a proposed project to the applicant in 

writing. 

d. Advise homeowners proposing a project of the benefit of securing from all vendors 

evidence of liability insurance, lien wavers upon completion, building permits if 

required by the city, etc. 

e. Visually inspect the complex from time to time and discuss any problems observed 

with the affected homeowner, the board, or appropriate board committee for such 

action as may be necessary. 
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f. Lights –committee member is responsible for the maintenance of yard lights located 

at the street curbs, common grounds, and property of Edelweiss.  Basic services 

include replacement of light bulbs and sensors, repair and/or replacement of fixtures 

and lines extending from the junction box on the house.   

g. Mailboxes –committee member is responsible for the maintenance, repair, and 

replacement of resident mailboxes.   

h. Sewer Repairs –committee member is responsible for handling sewer repair issues.   

 

2. CLUBHOUSE CHAIRPERSON:  The committee chairperson is assigned the following 

specific responsibilities and duties: 

a.  Coordinate and supervise the use of the clubhouse based on the reservation policies 

and schedules outlined in Section 9 of the Edelweiss Policies and Procedures. 

b. Meet with the homeowner wishing to rent the clubhouse to review condition of 

clubhouse and to secure the standard executed agreement and deposits. 

c.  Inspect the clubhouse after the event for any damages, deduct the costs from the 

security deposit, and refund to the homeowner the amount of the security deposit less 

any estimated repair costs. 

d.  Arrange for the proper maintenance of the clubhouse including termite and pest 

control inspections and service, spring and fall HVAC inspection and service, and an 

annual check by Merriam Fire Department. 

e.  Purchase the necessary cleaning supplies. 

f.  Contract with a “house cleaning service” as needed and when necessary due to use by 

a party required to make a security deposit. 

g.  Coordinate cleaning of rest rooms and related clubhouse areas with the swimming 

pool chairperson when the pool is open. 

h.  Arrange for seasonal décor and plants for clubhouse entrance.  

i.  Submit a list of Clubhouse reservations each month to the Echo editor. 

 

3. COMMUNICATIONS CHAIRPERSON: The communications chairperson is assigned the 

following specific responsibilities and duties: 

a.  Compile material for publications of the Association including “The Echo” or   

other newsletters or notices.  Note:  Specific materials may be written for such     

publications by other authorized persons but their compilation for publication   

shall be the responsibility of the communications chairperson. 

b. Distribute notices to association members regarding the time, date, and place of the 

Annual Meeting and all special meetings of the association called by the Board.   

c. Coordinate the printing, and assembly of the Edelweiss Homes Association Policy 

Manual.    

d. Deliver an Edelweiss Policy Manual and other helpful information to all new 

residents in a timely manner and arrange for a personal “welcome visit” to new 

residents once they have moved in. 

 

4. FINANCE CHAIRPERSON:  The finance chairperson is assigned the following 

responsibilities and duties: 

a.  Work with the administrator in the keeping and reporting of the financial status of the 

association to the board on a regular monthly basis. 

b.  Secure from each committee chair, no later than September 1, a report containing:  

1) A projection of all expenses of the committee anticipated for the remainder of 

the current fiscal year.   
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2) An estimate of all the operating expenses projected for the committee for the 

next fiscal year. 

c.  Develop, in cooperation with the administrator, a preliminary draft of the budget for    

the association for the next fiscal year no later than the November board meeting.  The 

draft shall contain:   

1) A projection of the anticipated income and expenses for the remainder of the 

current year and the projected year-end surplus or deficit to be carried forward. 

2) A projection of anticipated income for the next fiscal year. 

3) A projection of anticipated expenses for the next fiscal year. 

d.  Develop, in cooperation with the administrator, a Proposed Budget Report to 

Homeowners prior to the December Budget Meeting.   

e.  Review the financial condition of the association and make recommendations to the 

board concerning any perceived necessary changes in the monthly assessment rate no 

later than the November board meeting. 

f.  Work with the chairperson of the communications committee in the preparation of the 

necessary materials and information concerning financial affairs for distribution to all 

members prior to the Annual Meeting. 

g.   Direct the administrator in the investment of temporarily idle funds, seeking 

maximum returns but limited to investments in fully insured funds. 

 

5.   GROUNDS (DRAINAGE AND RETAINING WALLS) CHAIRPERSON:  The grounds 

(drainage and retaining wall) chairperson is assigned the following specific responsibilities 

and duties:  

a. On-going review of the general condition of all public area retaining walls and 

drainage areas.  

b. Coordinate with the grounds chairpersons for grasses and shrubs, and trees on 

landscaping issues that affect drainage. 

 

6.   GROUNDS (GRASS AND SHRUBS) CHAIRPERSON:  The grounds (grass and shrubs) 

chairperson is assigned the following specific responsibilities and duties: 

a.    On-going review of the general condition of all grassed areas. 

b.    Coordinate with the grounds chairpersons for drainage and retaining walls, and trees 

on landscaping issues that affect grass and shrubs. 

c.   Evaluate all requests by homeowners who intend to plant trees and/or other 

significant plantings which will affect the general appearance of Edelweiss or the 

maintenance of the grounds.  Submit plans and recommendations concerning major 

plantings of new trees and shrubs to the board for action.  Minor changes and 

replacements are subject to chairperson’s discretion.  

 

7.  GROUNDS (TREES) CHAIRPERSON:  The grounds-trees chairperson is assigned the 

following specific responsibilities and duties:  

a.  On-going review of the general condition of trees in all public areas of Edelweiss. 

b.  Coordinate with the chairpersons for drainage and retaining walls, and grass and shrub 

on landscaping issues that affect trees. 

c.  Arrange for necessary tree work in connection with storm or wind damage on a timely 

basis. 

 

8.  PARKING CHAIRPERSON:  The parking chairperson is assigned responsibilities and 

duties outlined in Chapter 8 of the Edelweiss Policies and Procedures.  In addition to those 

responsibilities, the parking chairperson is assigned the following specific responsibility:
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 a. Designate “NO PARKING" areas along the curbs and arrange for signage to be painted 

curbs as on curbs as necessary. 

 

9.   PAINTING CHAIRPERSON:  The painting chairperson is assigned the following specific 

responsibilities and duties:   

a.  Annual inspection of each residence scheduled for painting to make a final 

determination of the units to be painted during the current year. 

b.  Notify each affected unit owner regarding the painting of the unit and repairs that 

must be made to siding, bat boards, window frames, etc. before painting can begin.  

c.  Establish a starting date and schedule with paint contractor and review specific 

contract and policy provisions and procedures to assure quality workmanship. 

 

10.  SOCIAL CHAIRPERSON: The social chairperson is assigned the following specific 

responsibilities and duties: 

a.   Organizing social events each year with the assistance of committee members and 

resident volunteers. Possible events might be resident coffee, pool parties, and holiday 

celebrations.   

b.  Organize refreshments for the Annual Meeting of the association. 

 

11.  STREETS CHAIRPERSON: The streets chairperson is assigned the following specific 

     responsibilities and duties: 

a.  Inspect the streets and curbs of Edelweiss annually and define the scope of   

     work needed for their maintenance including: 

1)  Cracks to be filled and potholes to be repaired. 

2)  Concrete curbs to be repaired or replaced. 

3)  Protective coatings to be applied. 

b.  Ensure all contractors are licensed to perform the work based on PCCA Guideline 

specifications.   

c.  Review schedules with the contractor and work with the Communications chairperson 

to inform residents of the dates work on streets will begin, and what they will need to 

do with respect to access to affected driveways, parking, newspaper deliveries and 

mail.  Communications will include e-mail, the ECHO, hand-delivered flyers, and the 

Edelweiss entrance sign. 

d.  Be responsible for arranging for the snow removal, cleaning and maintenance of 

streets, gutters, catch basins and storm sewers. 

     e.  Oversee necessary repairs or replacements of street signs.   

 

12. SWIMMING POOL CHAIRPERSON:  The swimming pool chairperson is assigned the 

following specific responsibilities and duties: 

a.  Complete and submit the reapplication for annual Johnson County pool license each 

year on a timely basis.  

b.  Ensure that proper life safety equipment is available at the pool including Shepherd's 

crook, Rescue tube, and First Aid kit. 

c.  Arrange with the clubhouse chairperson for cleaning of rest rooms during pool season. 

d.  Arrange for the planting and maintenance of flowers at the pool. 

 

1-30-02-b   

9-1-08 

03-08-2022 


