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STERLING HILLS WEST HOMEOWNERS ASSOCIATION, INC. 
(STERLING HILLS FILING 9 AND 10) 

RESOLUTION REGARDING 
MEETINGS, ELECTIONS, PROXIES, AND VOTING 

Adoption of policies, procedures, restrictions, and prohibitions for 
meetings, triennial election to the Board of directors, officer elections and 
appointments, proxies, and voting. 

To define the five types of meetings, establish rules and guidelines for the 
orderly conduct at meetings; director-elected terms; procedures for elections to 
the Board of directors; use and restrictions of proxies, and voting. 

The Declaration of Covenants, Conditions and Restrictions; Bylaws; and the 
Colorado Common Interest Ownership Act (CCIOA). 

September 18,2013 

RESOLUTION: This Resolution supersedes the "Adopting Procedures for the Conduct of 
Meetings" Resolution, dated January 1, 2006, in its entirety. This Resolution 
takes precedence in situations where Resolutions adopted and signed on 
January 1, 2006, conflict with this Resolution. 

1. Association Meetings 

a. All meetings of the Association, to include committee meetings, shall be 
open to all members of the Association and their designated representatives. 

b. Five types of meetings convene at the Sterling Hills West Homeowners 
Association: · 

{I) Executive Board of Director Meetings. The board of directors (the Board) 
manages the business affairs of the Association. (See Bylaws, Article 7, 
"Powers and Duties of the Executive Board) Participation by Owners is 
limited to observation and to state an opinion before the Board votes. 

(a) A quorum, which consists of a majority of directors, is required to convene a 
Board meeting. A quorum of Owners is not required. Board meetings may be 
cancelled, without notice, whenever a quorum cannot be met. 

(b) The president of the Board, or the vice president in the president's absence, 
shall convene, preside, and adjourn all meetings. 

(c) Directors may conduct Association business outside of a meeting by way of 
e-mails (as written approval by all directors to take action). Unanimous 
agreement in favor or in opposition of the matter under consideration is not 
required. Actions approved outside of a Board meeting shall be ratified at the 
next Board meeting and recorded in the meeting minutes. 
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(d) The Board and the managing agent shall identifY an Owner only by number 
both on the Board agenda and during discussions at meetings with regard to the 
Owner's account when the Owner is absent from the meeting. 

(e) An Open Forum allows Owners an opportunity at the beginning of the Board 
meeting to speak for a maximum of three (3) minutes. Time limits may be 
adjusted by the presiding officer for questions from the directors to the speaker. 
Executive directors are under no obligation to give comments or to answer 
questions during Open Forum. 

(f) The managing agent shall take Board meeting minutes. 

(g) The Board of directors, at their discretion, may employ off-duty police as 
security at Board meetings. 

(2) Budget Ratification Meetings shall convene annually during the month of April 
to ratifY the proposed budget. 

(a) A quorum of Owners is not required to convene a Budget Ratification meeting. 

(b) The managing agent shall take Budget Ratification meeting minutes. 

(3) Annual Meetings shall convene in April immediately following the Budget 
Ratification meeting. 

(a) Notices, agendas, past meeting minutes shall be mailed to each Owner in 
accordance with the Association's governing documents. (See paragraph 3a) 

(b) A quorum consisting often (10) percent of Owners (73 Owners in person or by 
proxy) is required to convene an Annual meeting. 

(c) Owners' education is a CCIOA requirement and shall appear on the Annual 
meeting agenda. 

(d) The managing agent shall take Annual meeting minutes. 

(e) The Board of directors, at their discretion, may employ off-duty police as 
security beginning with the Budget Ratification meeting and throughout the 
Annual meeting. 

(4) Special Meetings shall be called by the president of the Board, by a majority of 
directors on the Board, or by written petition from Owners. The petition shall 
state the purpose for the Special meeting along with the signatures of twenty (20) 
percent (145) eligible Owners. There shall be one signature per unit owned. 

(a) The purpose for a Special Meeting shall be restricted to a specific item on the 
agenda. No other topics are permitted, discussed, or voted upon. The president of 
the Board presides over the Special meeting. 

(b) The managing agent shall take Special meeting minutes. 
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(c) The Board of directors, at their discretion, may employ off-duty police as 
security at a Special meeting. 

( 5) Committee Meetings shall be called by the Board of directors, the committee 
chairperson, or by a majority of members on the committee. 

(a) Members of a Committee are officers of the Board and shall be appointed to or 
removed from the committee by the Board of directors at a Board Meeting. 
Committees do not have the authority to appoint or remove committee members. 

(b) Committee members may conduct Association business outside of a meeting by 
way of e-mails (as written approval by all officers to take action). Unanimous 
agreement in favor or in opposition to the matter under consideration is not 
required Actions approved outside of a committee meeting shall be ratified at 
the next Board meeting and recorded in the Board meeting minutes. 

(c) There are no term limits for officers serving on committees. 

(d) Committees elect their chairpersons. 

(e) A member of the Board of directors' presence is not required but encouraged. 

(f) Committee meetings shall be announced to the Association via the Association's 
website and email blasts. The meeting date, time, and place shall be stated in the 
announcement. 

(g) Agendas are not required but encouraged. 

(h) The managing agent's presence is not required, and if required, shall receive 
Board approval prior to convening. 

(i) A quonun is not required. 

(j) Committees are not authorized to expend Association funds. All discussions and 
decisions about expending funds shall occur at a Board meeting. 

(k) An officer from the committee shall take the minutes. Minutes shall be approved 
at the next Board Meeting. 

See Declaration of Covenants, Conditions and Restrictions, "Architectural 
Approval" Article 5, for policy and procedures regarding the Architectural 
Review Committee (ARC) 

2. Executive Sessions 

a. An executive session is not a meeting but a segment of a Board meeting. 
Executive sessions shall convene during a Board Meeting. 

3 



b. Executive sessions are closed to the Owners. The Board or committee thereof 
may convene an executive session and may restrict attendance to directors, 
officers, and such persons as requested by the Board or by the committee. 

c. Discussions in executive session shall include only matters enumerated below: 

( 1) Matters pertaining to employees of the Association or the managing agent's 
contract or involving the employment, promotion, discipline, or dismissal of both 
elected and Board-appointed directors or officers, agents, or employees of the 
Association. 

(2) Consultation with legal counsel concerning disputes that are the subject of 
pending or imminent court proceedings and matters that are privileged or 
confidential between attorney and client. 

(3) Investigative proceedings concerning possible or actual criminal misconduct. 
Neither the Board nor committees shall conduct criminal investigations. 

( 4) Matters subject to specific constitutional, statutory, or judicially imposed 
requirements protecting particular proceedings or matters from public disclosure. 

( 5) Auy matter the disclosure of which would constitute au unwarranted invasion of 
individual privacy. 

Owners who attend a Board meeting to discuss their account delinquencies, 
or who appear for a covenant violation hearing, or who submit correspondence 
to the Board or its managing agent are not subject to this subsection. Such 
information is neither private, privileged, nor confidential pursuant to CCIOA. 

(6) Review of or discussions relating to written or oral communication from 
legal counsel. 

d. Upon final resolution of any matter, the Board may choose to disclose such 
information to the Owners. However, the Board may choose to preserve the 
attorney-client privilege as the Board deems is in the best interest of the 
Association. 

e. Prior to the time the Board or any committee thereof convenes in executive 
session, the presiding officer shall announce the general matter for discussion. 

f. No policy or mle of the Association, Board, or any committee shall be adopted 
during an executive session. A policy or rule shall be adopted only during a 
Board meeting, Owners' meeting, or after the Board returns to open meeting at 
the conclusion of an executive session. 

g. The minutes of all Board meetings at which an executive session convened shall 
indicate that an executive session was convened and the general subject matter of 
the executive session. 

h. Minutes are not taken during executive sessions. 
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3. Meeting Notices, Agendas, and Minutes 

a. Notices of Board, Budget Ratification, Annual, and Special meetings shall be 
posted on tbe Association's website and sent to Owners enrolled in email blasts. 
In addition to the announcements being posted on the Association's website, the 
Budget Ratification, Annual, and Special (Owners') meeting notices shall be 
mailed via U.S. Postal Service to the Owners' mailing address listed in the 
official membership list. 

b. Board meeting agendas are working drafts and subject to change at anytime 
by the directors immediately before and during a Board meeting. The Board 
may agree to table (postpone) items listed on the agenda for a later date. 

c. Meeting minutes from Board meetings shall be approved by the directors at the 
next Board meeting and shall not be posted on the website or distributed to 
Owners prior to Board approval. 

d. Minutes from Budget Ratification, Annual, and Special meetings shall be 
approved by the Owners at the next Annual meeting. Special meeting minutes 
from any year may be approved at any Annual meeting. Meeting minutes shall 
not be posted on tbe website or distributed to Owners prior to Owners' approval. 

The Board has no authority to approve Owner meeting minutes. 

4. Conduct at Meetings 

a. As a courtesy to tbe directors, officers, and Owners in attendance at any meeting, 
attendees shall maintain a professional and courteous decorum. 

b. Owners shall sign-in at Annual and Special meetings and be verified as legal 
Owners from the official membership list and issued a voting ballot. 

c. Owners shall sign-in at Board meetings to show attendance. 

d. Voting ballots shall not be issued to Owners whose names do not appear on the 
membership list or who are in default of their assessments or during any period 
where an Owner is otherwise in violation of the covenants or Association rules 
until such time as the Owner comes into compliance, or for 60 days whichever is 
longer. 

e. The membership list or any part thereof shall not be obtained or used by any 
person for any purpose tmrelated to an Owner's interest, as an Owner, without 
the consent of the Board. 

f. A quomm consists of Owners present and represented by proxy or a combination 
thereof before an Annual or Special meeting convenes. However, a quomm does 
not need to be maintained throughout the meeting. 
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g. At an appropriate time determined by the presiding officer but before the Owners 
vote on an issue under discussion, Owners shall be permitted to speak on both 
sides of the issue. It may be impractical for all Owners to speak; therefore, the 
presiding officer shall determine the number Owners to speak on both sides of 
the issue and set a time limit from one (1) to three (3) minutes for each person 
chosen to speak. 

h. Fallowing Owners input on the issue under discussion, the presiding officer shall 
announce Owners' input closed and there shall be no further discussions by the 
Owners. 

i. Owners who wish to speak at an Owners' meeting shall be recognized by the 
presiding officer. Only one Owner shall speak at a time at any meeting. 

J. Owners recognized to speak shall state their names for the meeting minutes. 

k. Robert Rules of Order is neither required by the Association's governing 
documents nor is it required by CCIOA. Adherence to procedures under Robert 
Rules of Order shall be at the discretion of the presiding officer. 

5. Meeting Prohibitions 

a. An Owner shall not be interrupted as long as he or she abides by the rules and 
does not violate a meeting prohibition. 

b. The presiding officer shall call to order any person who disrupts a meeting. 
A dismptive person who fails to come to order shall be asked to leave or be 
removed from the meeting by security. 

c. No person shall engage in abusive, offensive, or harassing behavior, either 
verbally or physically, or through any form of intimidation or aggression. 

d. No person shall argue or debate with another during a meeting. Disagreements 
shall be addressed to the presiding officer in a civil manner. 

e. No person shall express verbally, through mime, or in writing racist, sexist, 
religious, or ethnic epitaphs either in general or at another person(s). 

f. Smoking is prohibited inside the meeting building and adjacent to any door or 
window. 

g. A person arriving intoxicated, regardless of substance, shall be asked to leave the 
meeting or be removed from the meeting by security. 

h. Audio or video recording at any meeting is prohibited without Board approval. 
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1. Weapons such as guns (open or concealed), knives with blades longer than three 
(3) inches, box cutters, or anything that can be construed to be a weapon (e.g., 
baseball bat) is strictly prohibited at any meeting. 

Peace officers on or off duty (police, sheriff's deputies, marshals, special agents, 
and security guards hired by the Board) are exempt from this rule. 

J. Harassment, as defined by both the Colorado Revised Statutes §18.9.111 and 
City of Aurora Municipal Code, Section 94-42, is unlawful and shall not be 
tolerated before, during, or after a meeting. 

k. The Board shall use Association funds for attorney and court expenses to 
prosecute any person who threatens or harasses a director, committee member, 
manager, volunteer, or any other agent of the Association inside or outside a 
meeting. 

I. Offenses stated above may result in immediate removal from a meeting and 
be placed under arrest; be barred from all future meetings by court order; and be 
served with a restraining order. The Association may file civil or criminal 
charges against an offender. 

6. Board of Director Elections 

a. Election of all five executive directors shall occur triennially (every three years) 
which began in 2006. 

b. An Owner loses his or her right to vote and therefore shall not be elected or 
appointed to the executive Board while his or her account is delinquent in the 
payment of assessments (monthly Association dues, late fees, processing fees, 
interest, lien fees, legal fees, or fines), or during any period when he or she is in 
violation of the covenants of Association rules, until such time as the Owner 
comes into compliance, or for 60 days, whichever is longer,. 

c. An executive director who wishes to continue serving the Association after his or 
her three-year term expires must be nominated and reelected to another three
year term. 

d. The spouse of an Owner whose name is not on the deed (marriage after the 
purchase of the home) shall be recognized as an Owner for the purpose of voting 
and election to the Board of directors. 

e. Executive directors are chosen at Annual meeting based on the highest number of 
votes. 

f. Elections shall not occur and the sitting directors shall remain on the Board if at 
Annual meeting a quorum was not achieved. 
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7. Officers of the Board 

8. Proxies 

a. Board officers are President of the Board, Vice President of the Board, and 
Secretary of the Board (similar to a state's Secretaty of State). There are two 
Members at Large. 

b. Committee members, managing agents, and attorneys are officers of the Board 
appointed or contracted, removed, or terminated by the Board of directors. 

a. An Owner appointed as a proxy for another Owner shall present the proxy to the 
managing agent or to the Secretaty of the Board before the Annual or Special 
meeting at sign-in, in exchange for a voting ballot. 

b. The proxy must show the printed name of the Owner who has given his or 
her proxy, the Owner's signature, the date signed, the expiration date, the 
purpose for the proxy, and to whom the proxy is given. A proxy terminates 
eleven (II) months after its date, unless the proxy states otherwise. 

c. An executive director shall not give his or her proxy to another director or an 
Owner for the purpose of meeting a quorum or voting at a Board meeting. 

d. An email and facsimile proxy received by an Owner and presented at Annual or 
Special meeting shall be accepted provided it contains the information required 
in paragraph 8b above (less signature). 

e. Upon receipt of proxies from Owners, the Secretaty of the Board or the 
managing agent, if so delegated, shall: 

(1) Ensure proxies are legible, signed, and dated by the Owner and not by his or her 
renter, guests, or friends. 

(2) All proxies presented to the managing agent shall be matched against the list of 
proxies by the Owner's address and date. A proxy is void if it is not dated. 

f. An Owner shall not revoke a proxy except by a separate notice of revocation 
to the presiding officer, Secretaty of the Board, or the managing agent. 

g. The Secretaty of the Board or the designated managing agent shall not accept 
proxies with conditional statements such as "this proxy revokes earlier proxies," 
or "indefinite," or reads "while (Name) is on the Board" or similar wording. 

h A proxy cannot be used by the proxy holder when the Owner who appointed the 
proxy appears at a meeting. 

1. The Secretaty of the Board, or the managing agent if designated, shall reject a 
proxy, consent, written ballot, waiver, proxy appointment, or proxy appointment 
revocation when he or she has reasonable doubt about the validity of a signature 
or the signatoty's authority to sign for the Owner. The Association, its directors, 
or the managing agent who rejects a proxy in good faith is not liable for any 
damages that may result from the acceptance or rejection. 
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9. Voting 

a. Each unit (home) receives one ballot to vote. Owners who own more than one 
unit in the Association shall receive a ballot for each additional unit owned. 

b. Voting rights shall be suspended during any period an Owner is delinquent in the 
payment of assessments (including monthly dues, late fees, processing fees, 
interest, lien fees, legal fees, or fines) or during any period where an Owner is 
in violation of the covenants or Association rules until such time as the Owner 
comes into compliance, or for 60 days, whichever is longer. 

c. Votes for a contested position on the executive Board shall be by secret ballot 
and reported without reference to the names, addresses, or other identiJying 
information of Owners participating in such a vote. 

d. Secret ballots shall not be used to vote on matters affecting the common interest 
community. 

e. Ballots for contested positions on the Board, to elect or remove a director, shall 
be collected by the managing agent. The presiding officer or his or her designee 
shall select volunteers as a neutral third party to count ballots. 

f. The following procedures shall be used to cast, collect, and count votes on 
matters affecting the common interest community: 

(1) Other than a contested elected position to the Board or removal of a director at a 
Special meeting, the presiding officer may accept affirmations by acclamation, 
by raised hands, by proxies, or by ballots for such agreements as approving the 
budget, making changes to the governing documents, or approving previous 
Owners' meeting minutes. 

(2) The managing agent shall give each Owner a ballot for every proxy verified. 

(3) The Owners selected to count the collected ballots shall report the results to 
the presiding officer with the number of votes for each nominee or those in favor 
and those against a proposal. 

( 4) Collected ballots shall show both the first and last name of the nominee. 
Abbreviated first names or the first name a nominee as he or she is generally 
known by (Bill instead of William or Peggy instead of Margaret) is acceptable. 
Collected ballots with a first name only shall be disqualified and shall not 
be counted. 

g. Election to the Board goes to the nominees with the most votes. 

h. Voting rules apply to both Annual and Special meetings but not at Executive 
Board meetings. Although Owners have a right to express their opinions at a 
Board meeting before the Board votes, Owners do not have voting rights. 
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10. Defenses. The Association's failure to comply with the provisions set forth in this Resolution 
or any of the Association's governing documents or state law shall not constitute an Owner's defense to 
a collection against such Owner for failing to remit payment of any assessments. 

11. Supplement to Law. The provisions of this Resolution shall comply with the provisions set 
forth in the Declaration, Bylaws, and the Colorado Common Interest Ownership Act (CCIOA). The 
Colorado Revised Statutes (state law) shall take precedence should a conflict exist between the 
Association's governing documents and the statutes. 

12. Deviations. The Executive Board may deviate from the procedures set forth in this Resolution 
if, in its sole discretion, such deviation is reasonable under the circumstances and is in the best interest 
of the Association. 

13. Amendments. This Resolution may be amended from time to time as situations and 
circumstances demand by the Executive Board. 

PRESIDENT'S CERTIFICATION: 

The undersigned, being the President of the Board for Sterling Hills West Homeowners 
Owners Association, Inc., a Colorado nonprofit corporation, certifies that the foregoing 
Resolu)ion was adopted by the Executive Board of the Association, on 
5'e o ?Cr11 b er I ~' cl_o 1 :3 , and the undersigned has subscribed his/her name. 

v 

STERLING HJLLS WEST HOMEOWNERS ASSOCIATION, INC., 
a Colorado nonprofit corporation 

By: ~/t'C«L~-
President of the Board 
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