RESOLUTION M-08
ASSOCIATION MANUALS

1. Purpose. This Resolution establishes the policy for originating and maintaining manuals used by the

various departments of Ocean Pines Association (Association) in the performance of the responsibilities
of the departments.

2. Poliey. It is the policy of the Association that each department shall manage its operations in a
manner consistent with established procedures, guidelines, and policies.

3, Manual. For the purposes of this Resolution, a Manual is defined as a collection of procedures,
guidelines, and policies, assembled by the Association staff. The information within a manual should
have as its purpose the uniform performance of required tasks without regard to the individual who may
be performing a patticular task.

4. Approval. Manuals shall be approved by the General Manager and by the Department Manager when
content is limited to a particular department. An approval date shall be a part of the manual unless the
manual consists of documents such as policy instructions or job descriptions for which individual dates
are appropriate.

5. Reeord Copy. The record copy of a manual is to be maintained within the office of the department to
which it applies and the General Manager shall keep a duplicate copy. Additional copies may be made
at the discretion of the Department Manager.

6. Manuals in Effect. Manuals in effect are listed on Appendix A. The General Manager may change
this list as necessary.

7. Review of Manuals. Manuals shall be reviewed for current adequacy on a biannual schedule. The
review is to be documented on a sheet similar to Appendix B and maintained with the signed copy of
this Resolution. Appendices A and B are to be kept current, but may be modified by the General
Manager without revising the text of this Resolution.

8. Effective Date: July 20, 2011
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Approved by the Board of Directors on: July 20,2011 /
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