
February 19, 2010 

Columbia Association Board of Directors 
Advisory Committee Chairpersons 
Village Board Chairs 
Village Managers 
Members of the Press 
CA Management 

To: 

From:  Phil Kirsch, Board Chair 

The Columbia Association Board of Directors Meeting will be held on Thursday, 
February 25, 2010 at 7:30 p.m. at the Columbia Association Building, 10221 Wincopin 
Circle, Columbia, MD  21044. 

AGENDA 
1.  Call to Order  1 min. 
2.  Board Monitoring Form Reminder  2 min. 
3.  Announcement of Closed/Special Meetings Held/To Be Held  1 min. 
4.  Approval of Agenda  1 min. 
5.  Resident Speakout  TBD 
6.  Chairman’s Remarks  3 min. 
7.  President’s Report – See written report 
8.  Committee Agenda 

(a)  Performance Oversight Committee  75 min. 
1.  Discussion of staff report and supporting documentation 

concerning enhanced CA Going Green Plan 
2.  Consideration of staff report concerning forming a 501(c)(3) 

organization for purposes of funding projects or writing and 
accepting grants 

3.  Discussion of Athletic Club Parking Lot 
4.  CSS Update 
5.  Review of Monthly Financials and Graphs 
6.  Recommendations for Board Action 

i.  Approval of Revised Purchasing Policy and Procedures 
(b)  External Relations Committee  75 min. 

1.  Consider a survey for the purpose of garnering public input and 
comments as to feasibilities of pathways as commuting and 
recreational purposes 

2.  Determining logistics to work with public agencies to gather input 
and partnership possibilities 

3.  Determine logistics to work with development community to tie 
development plans with CA pathway network, existing and 
planned 

4.  Determining next Village Roundtable Date and Agenda 
5.  Recommendations for Board Action



(c)  Planning and Strategy Committee  20 min. 
1.  Recommendation to the Board re: Approval of Staff 

Recommendation for CA Downtown Master Planning 
2.  Discuss a Revised Strategic Sketch for Pathway Enhancement 
3.  Discussion of next agenda topics 
4.  Chair’s Report 

(d)  Audit Committee  10 min. 
1.  Recommendation to modify the terms of the community Audit 

Committee members and amend the Audit Committee Charter 
accordingly 

2.  Chair’s Report 
9.  Board Member Items for Discussion and Assignment to Committees  10 min. 
10.  Tracking Forms  5 min. 

(a)  Tracking Form for Board Requests 
(b)  Tracking Form for Resident Requests 

11.  Complete Board Monitoring Form  2 min. 
12.  Talking Points  2 min. 
13.  Adjournment – Approximately 11:00 p.m. 

Next Board Meeting: Thursday, March 11, 2010 

ARRANGEMENTS FOR AN INTERPRETER FOR THE HEARING IMPAIRED CAN BE MADE BY 
CALLING 410­715­3111 OR TDD 410­715­3129 TWO DAYS IN ADVANCE OF THE MEETING.





Resident Request Tracking Log 
FY 10 


As of February 18, 2010 


1 


2 


3 


4 


5 


6 


A  B  C  D  E  F  G  K  L  M  N  O 


Number Originator Issue/Task Description 
Origination 


Date 
Assigned To 


(Department) Due Date Closed Date 


1 Tom Scott 


Please provide maintenance, 
fueling, and insurance costs 
for three CA vehicles­CS1, 
M3, A1 5/29/2009 


Administrative 
Services 6/29/2009 6/5/2009 


2 Ginger Scott 


How often does Open Space 
Mgmt work at Fairway Hills? 
When Open Space Mgmt does 
jobs for Fairway Hills Golf 
Course, how are they 
accounted for?  Does Open 
Space Mgmt bill Fairway Hills 
for their services and 
equipment?  If the answer is 
Yes, where does this show up 
in the budget? If the answer is 
No, then how does anyone 
know the real cost of Fairway 
Hills Golf Course? 6/11/2009 Sport & Fitness 7/11/2009 6/12/2009 


3 David Littleton 


Can the algae and pond scum be 
skimmed off the top of Lake 
Kittamaqundi? 6/25/2009 


Open Space 
Management 7/25/2009 6/25/2009 


4 Joel Yesley 
Inquiry re: Salaries and Bonuses 
for FY 08 and 09. 8/4/2009 Legal 9/4/2009 8/17/2009 


5 Joel Yesley 
Inquiry re: employee complaints 
over the past 5 years 8/4/2009 Legal 9/4/2009 8/17/2009







Resident Request Tracking Log 
FY 10 


As of February 18, 2010 


1 


A  B  C  D  E  F  G  K  L  M  N  O 


Number Originator Issue/Task Description 
Origination 


Date 
Assigned To 


(Department) Due Date Closed Date 
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6 
Tom and Ginger 


Scott 


Please arrange a time for them to 
review CA's application of Form 
1023, "Application of Recognition 
of Exemption," to the IRS. 9/16/2009 


Administrative 
Services 10/16/2009 9/24/2009 


7 Joel Yesley 


Letter to Phil Nelson requesting 
salary and compensation 
information paid to CA 
employees 11/23/2009 Legal 12/23/2009 12/22/2009








Meeting Date:_____________________ 


Board Member Completing Form:______________________________ 
BOARD OPERATIONS EVALUATION FORM 


5  4  3  2  1  N/A 


1 
The Board information package provided the appropriate 
information/evidence and was available to support the board 
in making informed decisions. 


•  Back­up documents appropriate for discussion were 
included in the packets 6 days prior to the meeting. 


•  Back­up documents were placed on the web 6 days 
prior to the meeting. 


2  The Board members appear well­informed and prepared for the meeting. 


3 
The agenda was appropriate. Topics were relevant to the 
mission and goals of our organization. Items were clearly 
identified as for information, discussion or decision. 


4  Time was used effectively. 
5  Discussions were focused. 


6  All recommendations and decisions made by the board are documented and monitored to ensure implementation. 


7  Board members conduct was business­like, cordial, results­ oriented and respectful of differing opinions. 


8  Committee reports and recommendations are clear and understandable when presented to the Board 


9  Residents at speak out are treated courteously and  with respect 


10 Number of Board Members Attending the Meeting:___________(number) 


Comments: 


5=Strongly Agree 
4=Agree 
3=Neither Agree nor Disagree 
2=Disagree 
1=Strongly Disagree
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President’s Report 
February 25, 2010 


Office of the President 


Significant time has been spent on developing a new capital projects planning and 
implementation process.  The process was developed to provide a category for the 
Board’s highest priority projects as Category I projects, with short­term or projects and 
equipment that add little asset value, but need to be done to meet CA policies and 
Board Goals and Objectives as the second category.  The third category of projects 
includes infrastructure and facility upgrades to keep our programming locations as 
viable and safe as is possible. 


Staff has also been working on logistics to implement watershed improvements.  The 
Board will take action on a coordinator or manager for watershed related projects and 
activities and upon approval of the budget, staff will work with relevant agencies and 
groups to initiate project permitting phases and to develop construction logistics.  The 
Watershed Advisory Committee identified 18 projects that they felt are important in 
showing progress on improving watershed creeks and other bodies of water. 


Board actions to approve the budget for FY11 and 12 will also trigger the design phase 
for Symphony Woods Park.  Engineers will be selected to start the design for the 
pathways, and CA personnel will continue to do plantings and other vegetation related 
work to show progress in the park.  I will meet with representatives of Merriweather Post 
Pavilions to work out usage of the park, and will continue to meet with planners and 
representatives of General Growth Properties to try to define a direction of tying 
Symphony Woods, Merriweather Post and the proposed Town Center Redevelopment 
projects into a viable entryway for Columbia.  Additionally, if the Board approves budget 
expenditures, staff will start the master planning process for the Lake Kittamaqundi 
plaza and lakefront areas, and how those areas can be tied or correlated with 
Symphony Woods, Town Center, Howard Community College, the hospital and village 
centers close to the Town Center redevelopment area. 


Dredging work in Lake Elkhorn has been stopped for the winter, but will be resumed as 
soon as warmer weather returns.  Permitting and logistical work is being completed for 
the Wilde Lake dredging project that is scheduled for fall of 2010
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In terms of financial stewardship, staff is awaiting Board action on the FY 11 and 12 
budget elements.  Staff presented a Progression Plan that incorporates the adopted 
Strategic Planning document, a Business Plan and an Operations Capital project plan. 
The budget and Progression Plan are intended to set the stage for future financial and 
planning work that will prepare CA for the inevitability of change. 


The Customer Service Software program is still on schedule for implementation on 
May 1, 2010.  Testing and training is going on full­speed, and software glitches are 
being corrected. 


A huge amount of time and resources were spent in assisting Howard County with snow 
removal during the recent historic snow storms.  Without CA assistance, it would have 
taken an inordinate amount of time to get the street system operational to move people 
and goods to all parts of Columbia.  It is true that Columbia could have spent most of 
our time clearing pathways and parking lots, but the bottom line is that people could 
have jogged or walked the pathways, but could not have gotten anywhere for goods and 
services.  Work to clear the 94 miles of pathways and 20 miles of sidewalks should be 
completed by the end of this weekend. 


Community Services 


Archives 
Pennsylvania State University brought a busload of landscape architecture students to 
Columbia on February 16, 2010 to introduce them to “a precedent community” as part of 
a study trip to new urbanist communities.  After Columbia they were to going to see 
Kentlands and Kings Farm.  Barbara Kellner led a bus tour.  Their professor felt that the 
tour was very worthwhile and that the class benefitted from a better understanding of 
the village and neighborhood concept, the commitment to income and racial diversity, 
and the attention paid to topography and natural features in the original planning of 
Columbia. 


Art Center 


Current Exhibition and Partnership 
The Images of Freedom Exhibition runs February 18–February 28 in Main Gallery. 
The Columbia Association Marketing Department, in partnership with Corridor 
Transportation and the Howard County Office of Public Information, is sponsoring the 
annual poster competition and exhibition.  An awards ceremony and reception will be 
held Thursday, February 18, 6:00 ­ 7:30 p.m.  The winning entries of the annual 
competition will be showcased on the side of Howard County busses during 2010. 


Library Display 
Students and instructors of Columbia Art Center are featured in the current library 
display in the Howard County Main Library.  More than 35 works reflecting a variety of 
media and ages are on display in the lobby through the month of February.    Both two
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and three dimensional works are on exhibit, including small paintings, photographs, 
fiber works, ceramics, jewelry, glass, mixed media, and more! 


Winter 2010 Classes 
The Columbia Art Center’s winter 2010 class session is underway with several new 
jewelry workshops and painting programs.  Daytime programs receiving excellent 
enrollment include several adult ceramics and painting classes as well as an adult craft 
class.  Evening programs that are receiving positive enrollment include life drawing, oil 
painting, and fused glass. 


Seniors’ Programs 
Columbia Art Center team members travelled to Longwood Senior Center on February 
3 to conduct the monthly senior craft workshop.  More than 20 participants from 
Longwood Senior Center enjoyed creating a winter­themed craft project.  Typically, the 
participants attend the monthly workshop at the Art Center, however, with the inclement 
weather, the Art Center team travelled to the senior center. 


Promotion 
Columbia Matters will feature a segment on the Art Center’s culinary program in the 
February program.  The segment will focus on chef and instructor Nikki McGowen 
demonstrating and instructing youth participants in creating a meal. 
Howard Magazine is featuring in its February, 2010 issue an article with images on the 
Art Center’s wood & home repair department and instructor Jack Eckstrom. 


International Exchange and Multicultural Program 
A Memorandum of Understanding has been developed between Leadership Howard 
County’s Leadership Essentials Team, the Multicultural Questers, and the Columbia 
Association’s International & Multicultural Program. The objectives are to enhance 
Columbia Association’s connection to international and multicultural activities and 
events in Howard County. The Leadership Essentials Team will create a database of 
international/multicultural contacts as well as a clearinghouse for 
international/multicultural activities and events in Columbia/Howard County that includes 
an updateable calendar of events for use by the community. 


Teen Outreach 
The Teen Advisory Committee will host Cakes for Books on Sunday, February 21, from 
1­4pm at the Central Library.  It is a book drive to send books to newly formed schools 
in Tanzania, Ethiopia, South Africa and Zimbabwe.  For every three books you donate, 
you will receive a cupcake. 


The Teen Advisory Committee will host the 6 th annual Battle of the Dance on Friday, 
February 26 th 7­9pm at the Other Barn in Oakland Mills.  Judging will be in three 
categories; solo, duet and group.







4 


The Middle School Advisory Committee will host a skating social Saturday, February 
27 th 4:30pm to 6:30pm at the Supreme Sports Roller Rink.  Skating is free for all 
Howard county middle school children. 


Volunteer Center Serving Howard County 
Pam Simonson assisted in the County's Emergency Operations Center on Monday, 
Feb, 8th.  Both Pam and Mickey Gomez were in contact with the EOC throughout both 
storms and responded to various community queries and requests related to the snow 
in a timely manner. The Volunteer Center shared critical information from the County 
Executive and County Council via e­mail, website, blogs, Facebook and Twitter. 


Communications and Marketing 
An award to hire a Social Media Consultant is expected before March 1.  Once on 
board, the consultant will aid CA in deploying four social media sites by May 1.  It is 
planned that CA will continue launching two to four social media sites per month 
throughout the organization. 


Review is in progress on creative concepts for the Assessments Value campaign that 
will launch around May of 2010. 


Sport and Fitness 
CA launched its second session of The Biggest Winner competition on February 13 at 
the Columbia Gym.  Over 25 participants have begun meeting twice weekly with 
Personal Trainers in team groups of up to four members.  Nutritional advice and team 
support are also key components of the endeavor.  Body composition and weight loss 
measurements are monitored throughout the 8 week program to determine the biggest 
winning individual, team and trainer!








 


 
 
 
February 19, 2010 
 
 
To:   Alex Hekimian 
         Pearl Atkinson Stewart 
         Kathleen Dragovich  
 
Through:  Phil Nelson 
 
From:   Chick Rhodehamel 
 
Re:   Update on the Going Green Plan   
 
 
Since the original approval by the CA Board of the Going Green Plan in 2008, 
continual progress has been made on operating in a sustainable manner.  This is 
particularly true of the departments in the Open Space Management Division. 
Owing to the number of Board members new to the CA Board, we have 
presented the Board approved accomplishment report of 2009 of the goal which 
stated “CA will develop a comprehensive plan and internal policies for making CA 
a leader in the green movement. This will include energy usage, usage of 
renewable resources, green architecture and environmentally friendly land 
maintenance. The plan will include development of a baseline in all areas of 
operation.”  The updates to the Board approved goal accomplishments are 
inserted into the body of text to allow the status to be read section by section. 
 
Another significant update to this Plan is the recent engagement of a consultant 
to benchmark CA’s sustainability relative to industry standards and other 
organizations with similar operations and programs. This benchmarking process 
will not only allow CA to gage its present status in relation to sustainability, but 
also provide a measurement tool to track improvements relative to established 
standards. 
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Going Green Plan 
 
Goal:  CA will develop a comprehensive plan and internal policies for making CA a 
leader in the green movement.  This will include energy usage, usage of 
renewable resources, green architecture and environmentally friendly land 
maintenance.  The plan will include development of a baseline in all areas of 
operation. 
 
Plan Development: 
 
Develop and communicate CA’s “Going Green” Mission Statement: 
 
As a part of and integral to the Columbia Association Energy Management and Green 
Initiatives strategy, the following mission statement will be delivered to every CA 
employee through the staff newsletter in their pay envelope and all other internal 
communications vehicles at every CA operated facility beginning in FY 09; 
 
“The Columbia Association is committed to the reduction of greenhouse gases and 
energy usage through persistent application of renewable resources, green architecture 
and environmentally friendly land maintenance.  This will be accomplished by yearly 
increasing the number of association alternative fuel vehicles, by looking for and 
implementing aggressive energy management systems in CA buildings and by 
maintaining open space with native vegetation and recycled plant material, and by any 
and all other viable means.” 
 
 
Steps the Columbia Association has taken to reduce energy usage which establishes 
the baseline: 
 
Baseline 
 
Every CA facility (42) was surveyed for obvious energy improvements around doors and 
windows as well as for HVAC and lighting upgrades.  New weather-stripping was 
installed on doors and windows and light bulbs were replaced with higher efficiency 
units.  The following specific green initiatives are currently in place and/or in process. 
 


1. All of the offices and common areas in the CA maintenance facility located on 
Gerwig Lane are controlled by motion activated switches. 


2. All of the incandescent fixtures in the CA maintenance facility have been replaced 
with fluorescent bulbs. 


3. All of the 4 tube T-12 fixtures in the CA maintenance facility office space have 
been replaced with 2 tube T-8 fluorescent fixtures. 


4. The tank hot water heaters in the CA maintenance facility have been replaced 
with insta-hot heaters. 
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5. 150 incandescent bulbs in the Community Services Division buildings 
(community and neighborhood centers) have been replaced with fluorescent 
bulbs. 


6. All of the racquetball and squash court light fixtures at the Columbia Athletic 
Club and Supreme Sports Club have been placed on motion activated switches. 


7. 24 motion activated switches have been installed on closets and storage rooms in 
the fitness club buildings. 


8. 12 programmable thermostats have been installed in the Columbia Gym. 
9. 14 programmable thermostats have been installed in the Columbia Athletic Club. 
10. 8 programmable thermostats have been installed in the Supreme Sports Club. 
11. Purchased 10 hybrid vehicles. 
12. Installed motion activated switches in the Teen Center restrooms. 
13. Installed motion activated switches in The Other Barn restrooms. 
14. Installed motion activated switches in the single use bathrooms at the Columbia 


Athletic Club, Supreme Sports Club and Columbia Gym. 
15. Scheduled installation of a heat recovery system for the Columbia Athletic Club 


locker rooms. 
16. Replaced existing Rose Price House HVAC systems with high efficiency units. 
17. Implemented recycling programs at the Sport and Fitness facilities as well as the 


CA maintenance facility. 
18. Replaced the single pane glass panels at the Family Life Center building with 


high efficiency energy rated units.  Upgraded door units for higher efficiency 
rated replacements and increased the insulation values in the roof and mansard 
wall systems. 


19. Install window tinting at the Supreme Sports Club and Hobbit’s Glen Clubhouse 
on exterior windows to reduce solar gain. 


20. Replaced 3 hot water boilers servicing the Supreme Sports Club pool area with 
high efficiency condensation heat exchangers. 


21. Scheduled installation of infra-heaters at the maintenance facility to replace gas 
furnaces. 


22. Scheduled replacement of the clear glass windows at the Art’s Center and 
Stonehouse with double pane high efficiency energy rated panels. 


23. Replaced 7 windows at Claret Hall with high efficiency energy rated units. 
24. Scheduled replacement of the clear glass window system in The Other Barn 


ballroom with double pane high efficiency energy rated panels.  Replaced existing 
ballroom incandescent exit lights with energy efficient LED units. 


 
UPDATE 


15. The heat recovery system for the Athletic Club has been installed. 
21. Three infrared heaters have been installed at the Maintenance Facility. 
22. The scheduled replacement of the windows at the Art Center has been 


completed.  
24. The scheduled replacement of the windows at the Other Barn has been 


completed.
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Roadmap to a Greener City 
 
Usage of renewable resources, Green Architecture, and environmentally friendly 
Land Maintenance practices. 
 
1. Open Space 
            Land Maintenance Crews 
             


A.  In recent years Open Space has, in conjunction with certain villages, explored 
the possibility of reducing the number of acres being mowed by allowing specific sites to 
revert to meadows, and/or eventually into wooded/natural areas.  In 2007 two sites, with 
a total area of approximately two acres, were selected in the Village of Hickory Ridge to 
begin implementing this plan.  Going forward, Open Space will continue to work with the 
villages to determine additional sites for reduced mowing opportunities that will allow for 
less fuel consumption, less mower maintenance costs and other positive environmental 
impacts.  
            B.  In 2007 Open Space began to implement a plan to utilize recycled, rubberized 
materials in the surfacing at tot-lots, in part to reduce the amount of mulch needed to 
maintain the play areas, and the transportation and labor costs required for the frequent 
replenishment of the mulch. Four or five more tot-lots will be renovated with this type of 
surfacing in 2008.  Going forward, Open Space will regularly evaluate the durability of 
this type of surfacing in our tot-lots and plan to step up the further use of this approach as 
the evaluations indicate. 
            C.   The Open Space maintenance team researched for, and having been steadily 
using a greater variety of “greener” products in our normal day-to-day tasks, i.e.: dog 
station mitts that are corn starched based & decomposed quickly, cleaning products & 
graffiti remover that are produced in recycled containers, etc. The department is 
researching other opportunities for similar positive impacts, i.e.: trash can liners made 
with alternative materials, signage using recycled materials, etc. 
           D.   Going forward, Open Space proposes participating with, or providing, an 
information booth regarding environmental matters at each event where we provide 
significant logistical support.  The information provided could cover general topics, such 
as recycling, and more specific topics such as watershed planning, rain gardens, etc. 
 
UPDATE    


A. The Open Space Maintenance Department will work with the Village of Oakland 
Mills to identify additional areas to convert to meadows in April 2010.   
The Maintenance crews have increased (1 to 5 feet) the width over 35,000 linear 
feet of buffer along streams in 2009.   
 


B. In 2008, the Special Projects crew completed the surfacing under the swing set at 
the Thunder Hill Neighborhood Center tot lot, completed the surfacing under 2 
swing sets at Vantage Point Park in Town Center, and in 2008, the Open Space 
Improvements Department replaced the surfacing at the tot lot at the Hickory 
Ridge Community Playground.  In 2009, Open Space Improvements replaced the 
surfacing at the tot lot at the Jeffers Hill Community Center. 
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C. The Open Space Maintenance Department (OSM) has a new, more 


environmentally friendly graffiti remover that is essentially a paint stripper that 
has no Methanol or Methylene chlorides. 
  
OSM has also looked into more environmentally friendly ice melting materials 
and has incorporated them into the snow removal process.  
 
OSM has also begun to use Bio-Plus Oils in some of the hand-held power 
equipment instead of the usual petroleum based products.  
 
OSM utilized materials made up of 20% plus recycled materials when replacing 
the fitness circuits at Lake Elkhorn and Kittamaqundi. 
 
OSM has incorporated recycling into all annual Lakefront events, using both the 
County-provided recycling containers, as well as eye-catching artistic containers. 
 


D. The Open Space Management Division, working with the Communications 
Department, has supported the Watershed Advisory Committee’s outreach effort.  
Educational materials, signage and displays were created and used at two events 
in 2009 (GreenFest and Save the Planet Day). 
 


E. OSM planted more than 50 replacement trees in the open space in the fall of 2008 
 


F. OSM utilized more than 100 yards of woodchips that were from storm-damaged 
trees in expanding the tree rings in Symphony Woods.  The woodchip rings are to 
help protect the root system. 
 


G. OSM has reduced the use of fertilizers on turf at facilities by approximately 30%. 
     
Landscape Crew 
  


A. In 2007 the landscape crew planted 50 trees.  Going forward the crew will 
plant 5% more trees each year until they are planting at least 75 trees per year.  
 B.  In 2007 the landscape crew planted 850 mums. Going forward the landscape 
crew will retain summer annuals in planting beds now receiving mums until pansies are 
planted.  Since mums are effective for a very short period,  it’s preferable to devote the 
resources spent on them to maintaining and improving perennial plantings.  
 C.  Last year hardwood mulch was used exclusively on CA planting beds.  Going 
forward the landscape crew will mulch 5 planting beds with shredded leaves each year 
and increase this number by 5 planting beds every year thereafter until 10% of planting 
beds are mulched with shredded leaves. By utilizing shredded leaves,  CA will reduce  
the use of mulch trucked to the maintenance facility, as well as the volume of yard waste 
generated each fall.  
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 D.  Last year 100% of the water used for watering plants at the maintenance 
facility greenhouse was provided by the public water system.  2 rain barrels will be 
installed each year until 50% of the water used at the greenhouse is rain water. 
 E.  Last year commercial compost was purchased for landscape installation 
projects.  Next year the leaf composting operation at the maintenance facility will be 
expanded each year until 20% of the compost needed for landscape installation projects 
will be produced in-house.  By utilizing shredded leaves,  CA will reduce the amount of 
commercial compost used in landscaping, as well as the volume of yard waste generated 
each fall. 
 F.  At this time all CA facility landscaping includes large amounts of lawn 
vegetation.  In FY09 CA staff will develop a demonstration site in front of the CA 
maintenance building using ground cover and other low vegetation that does not require 
periodic mowing.  This initiative would be expanded to include two additional sites per 
year until all villages participated. 
 
UPDATES 


A. In FY09, the landscape crew met their goal and planted 53 trees. 
B. Approximately 125 mums were planted in fall 2008 and in 2009 (down from 850 


in 2007. These mums replace a few beds of summer annuals at facilities, which 
could not be retained until pansies arrived.   


C. This goal was met. The Landscape Crew will continue to increase the number of 
beds mulched with shredded leaves each year.  


D. This goal was met. A rainwater harvesting system was installed near the 
greenhouse early in 2009. Stormwater from the roof of a storage building is 
collected into a repurposed 1,000-gallon tank.  The cistern provided 
approximately 60% of the water used around the greenhouse in 2009.   


E. Production of compost in 2008 provided sufficient quantity for summer and fall 
’08 landscape projects. In 2009 the commercial compost was not required until 
late fall. The storage area for compost on the maintenance facility yard was 
expanded in December 2009 to allow for additional production of compost used 
to naturally improve landscape quality and a further reduce the volume of yard 
waste that must be hauled to disposal sites. 


F. The proposed low-impact landscaping project for the CA maintenance facility 
will move forward in spring 2010.  
 


In addition, the Landscape Services crew and Landscape Manager have been involved in 
these additional “green” efforts since March 2008:  
 A.  Maintenance Facility Cisterns: This project (now in progress) will capture 
20,000 gallons of stormwater from the maintenance facility roof for use in filling water 
trucks used for landscape irrigation.  


B. Watershed Outreach Efforts: Rain barrels were organized and prepared for a 
rain barrel distribution event in partnership with the Master Gardeners in spring 2009.   
The Landscape Manager provided support to the Watershed Advisory Committee at two 
community festivals in spring 2009.  
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C. Community Reforestation Plantings: Three planting events were organized and 
promoted at sites to-date (totaling approximately 1.5 acres and 600 trees) that were 
identified in the Columbia Watershed Management Plan.  


D. Rain Gardens/Bioretention facilities: One garden at the maintenance facility 
has been completed and we are currently working on a second “garden” intended to slow 
the flow of stormwater from impervious surfaces. 
 
Open Space Improvements 
 


A.  The Open Space Improvements Department (OSI) is scheduled on a four-day 
work week.  A more concentrated schedule reduces in-house fuel consumption to and 
from work sites. Employees consume less fuel, and this reduces overall traffic in their 
commute to and from work. 


B. Topsoil is processed in bulk at a central location. Decomposed mulch from 
Open Space tot lots is recycled through incorporation with less rich soils; the final mix is 
mechanically screened of undesirable aggregate in-house. In-house screening, while 
eliminating the expense for purchased topsoil, also reduces fuel usage on the work site by 
only transporting screened topsoil without the spoils. The spoil generated by bulk 
processing can also be used as fill material  
 C. The use of composite lumber products in Open Space tot lot renovations 
reduces the utilization of standard lumber products through specific substitution of 
material and increased life expectancy of the constructed product. Composite lumber is 
itself recyclable and devoid of preservative chemicals present in treated wood products. 
 D. In the past, diesel fuel was the industry-wide standard for cleaning and 
lubricating paving equipment. OSI changed to 100% soybean bio-diesel shortly after it 
was available on the market. The use of bio- diesel is more environmentally friendly and 
creates a healthier work environment. 
 E. OSI recycles all asphalt and concrete waste produced by a variety of projects 
completed every year. All concrete and asphalt wastes are taken to the Recycling Center 
or the asphalt plant where it is broken down into its constituent materials and used again.  
 F. Much of the asphalt that the Open Space Improvements Department uses for its 
projects is made with recycled asphalt, recycled shingles, or a combination of both. 
 G. OSI routinely renovates and maintains lakes and ponds to preserve their 
stormwater management and water quality functions. The functionality of these devices is 
imperative to prevent further erosion and containment damage to the open space. We also 
stabilize limited areas of severe stream erosion under the provisions of the General Water 
Ways Act. This is done to reduce the influx of silt into the Chesapeake Bay and reduce 
silt accumulation. 
 
2. Fleet Operations 
  


A.  In 2007 fleet operations purchased 10 hybrid vehicles.  Going forward CA 
staff will look to reduce the size of vehicles wherever possible and to begin replacement 
of the truck fleet with alternative fuel vehicles as they become available.  Until such time 
as the hybrid vehicle market matures it will not be possible to set numeric goals.  There 
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are currently no hybrid trucks or pick-up trucks in the market although it is anticipated 
that there will be within the foreseeable planning future. 
 B.  Approximately 1% of the parts used in the vehicle maintenance shop are 
remanufactured.   Next year the quantity of remanufactured parts will increase by 10% 
and increase every year thereafter by a like amount until all applicable parts are re-
manufactured. 
 C.  Currently all waste oil and antifreeze are recycled.  This recycling effort will 
continue every year going forward. 
 
UPDATE: 


A. CA has 11 hybrid vehicles in the fleet and has replaced 4 vehicles with 
smaller, fuel-efficient vehicles (MB44, C11, CC50 and CC59). Chevrolet has a hybrid 
pickup truck that is a possible alternative to CA’s fleet of Ford pickup trucks.  Cost and 
suitability options will be considered. CA will continue to use low sulfur diesel and bio-
diesel fuel to fuel 75% of the fleet. 


B. Approximately 10% of the parts used in the vehicle maintenance shop are 
remanufactured and will likely increase to 12% in the upcoming year. 
C. All CA fleet waste oil, antifreeze, waste water, batteries and all metals are recycled. 
 
3. Facilities 
  


A.  In 2007 over 150 fluorescent replacement bulbs were installed at CA facilities 
throughout Columbia.  This replacement process will continue so that within the next 3 
years all incandescent bulbs will be eliminated. 
 B.  In 2007 motion activated light switches were installed in all maintenance 
facility offices, meeting rooms and restrooms.  Going forward this initiative will be 
expanded to include all other CA buildings by retrofitting two additional facilities per 
year. 
 C.  In 2007 the storage tank hot water heaters in the CA maintenance facility were 
replaced with insta-hot tank-less water heaters.  Going forward as water heaters are 
replaced they will be retrofitted as either tank-less systems or ultra high efficiency units. 
 D.  In 2007 all of the 4 T-12 tube fluorescent fixtures in the maintenance facility 
were replaced with 2 tube T-8 high efficiency units.  The T-8 lighting tubes are up to 40 
percent more efficient and have improved color and produce less heat.  Going forward 
this initiative will be expanded to include all other CA buildings by retrofitting two 
additional facilities per year. 
 E.  As of the end of 2007 only one energy audit had not been performed at a CA 
facility.  3 facility energy audits are planned for FY09 and an additional 3 energy audits 
will be performed every year thereafter until all facilities have been surveyed.  The goal 
will be a 5% reduction in energy usage within one year of the audit and a 15% energy 
consumption reduction within three years of the audit. 
 F.  As of 2007 CA has not certified new work in the LEEDS program.  Going 
forward any building systems replacement will be evaluated for compliance and 
minimally obtain the LEEDS certified level.  This includes all capital projects with a 
value greater than $250,000. 
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 G.  As of 2007 CA does not have any building HVAC systems that operate under 
an integrated building management program.  Staff is proposing that the installation of an 
integrated building management system at two facilities in 2009 and 2 more every year 
thereafter. 
 H.  Initiate 2 Energy Service Contracts in 2008 and 2 every year thereafter until 
all of the CA facilities greater than 7,500 square feet are included in this program. 
 I.  Initiate partnerships with private entities for the installation of renewable 
energy systems such as solar panels at one CA facility by the year 2009 and one every 
other year thereafter until at least 5 CA facilities have renewable energy systems. 
 
UPDATE 


A. CA continues to replace incandescent bulbs. 
B. Motion-activated switches have been added to several of the community 


association buildings as well as several of the sport and fitness buildings. 
C. Tankless water heaters have been installed at 3 of the outdoor pools and one 


of the community association buildings.   
D. In coordination with the BGE Smart Program, several neighborhood center 


buildings have completed their planned replacement of T-12 lighting fixtures. 
E. Three energy audits were completed in 2009. 
F. At this time, no projects have been brought forward that would fit into the 


LEED certification program. 
G. Staff is currently working on an integrated energy management system for all 


of the community buildings in Wilde Lake. 
H. CA has initiated bulk purchasing of electrical and gas utilities for all facilities. 


 
4.  Open Space Administration Operations 
  


A. Currently all CA bid requests are distributed either in hard copy format or via 
CD media that are then mailed to prospective vendors.  In 2008 CA will 
initiate a File Transfer Protocol (FTP) site for the distribution of plans and 
other documents for all projects or expenditures with a estimated cost of 
$250,000 or greater.  The estimated cost threshold will be reduced by 
$50,000 per year until all purchases made with an estimated value of $50,000 
or greater will be transmitted electronically.  


 
B. Incorporating recycled materials in day-to-day office materials (file folders, 


paper, etc.) 
 
 
 







9 
 


\\Cant01\shared_drive\BoardCommitteeMtgs\PerformanceOversightCommittee\Meeting20100225\GoingGreenStatusReport.doc 


Implement Internal Green Policies: 
 
The following Green Policies and practices will be implemented throughout CA: 
 


1. The Columbia Association will set up an internal “Going Green” committee that 
will meet regularly to discuss ongoing “green” initiatives and potential additional 
initiatives. 


2. The Columbia Association will designate a “Going Green” point person who will 
attend “green” conferences and workshops, meet with other “green” leaders in the 
area and generally take responsibility for the Columbia Association assuming a 
leadership position in this area. 


3. By calendar year 2010 the Columbia Association will survey and develop a 
baseline for 4 CA facilities so that energy consumption can be established and 
that a 15% reduction within 3 years can be measured.  An additional 4 facilities 
will be surveyed every following year with the same 15% reduction goal until all 
CA facilities have been included. 


4. Columbia Association facilities will display the “Going Green” association 
philosophy and mission statement. 


5. The Columbia Association will actively participate in materials recycling.  
6. The Columbia Association will use recycled paper, where applicable. 
7. Where applicable, all Columbia Association printed materials will be printed on 


both sides of the paper. 
8. All Columbia Association vehicle purchases will be made using the most fuel 


efficient and smallest possible vehicle available. 
9. Any new landscaping greater than 1,000 square feet will include an irrigation plan 


in order to promote water-efficient landscaping. 
10. All new landscaping bed material will be comprised of native vegetation. 
11. The Open Space department on a yearly basis will review the mowed and 


maintained areas with each village in an effort to move away from mowing large 
areas and toward natural wooded vegetation. 


12. Columbia Association camps will include a “going green” awareness program. 
13. Every Columbia Association attended festivals and special events will display 


educational materials on CA’s “Going Green” movement. 
14. The Columbia Matters programming will include a “Going Green” segment 4 


times per year. 
15. All Columbia Association incandescent light fixtures will be replaced with more 


energy efficient products by the year 2010. 
16. All Columbia Association HVAC equipment purchases will be reviewed for 


energy rated systems to provide the most efficient replacements practical. 
17. All Columbia Association window replacements will be made using energy 


efficient low-e glazing systems. 
18. All intermittently occupied Columbia Association rooms will be outfitted with 


motion activated light switches by the year 2010. 
19. All low intensity hot water heating tanks will be replaced with insta-hot systems 


by the year 2010. 
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20. All Columbia Association renovation and new construction projects will include 
recycled ceiling tiles. 


21. All Columbia Association renovation and new construction projects will include 
recycled carpet products. 


22. All Columbia Association interior renovations will include low VOC paints. 
23. All Columbia Association HVAC will be controlled by energy star multiple day 


and multiple event thermostats by the year 2010. 
24. The Columbia Association will actively seek out private investment in energy 


systems and have one in place by the year 2010. 
 


UPDATE 
1. The Construction and Facility Maintenance Department meets monthly to discuss 


energy initiatives. 
4. The signs are up in the Maintenance Facility. 
5. Recycling programs are actively underway at CA facilities. 
8. Every purchase is reviewed to find the most fuel efficient vehicle possible. 
15. CA continues to move forward with replacement of all with replacement of all 


incandescent light fixtures. 
16. All HVAC unit replacements are reviewed for the most practical energy-efficient 


system. 
17. All window system replacements have been made using high efficiency glass 


systems. 
18 CA is continuing to move forward with installation of motion activated switching 


in all intermittently occupied rooms. 
18. CA is continuing to move forward with the installation of insta-hot systems to 


replace all low intensity hot water tank heaters. 
19. CA is requiring recycled content ceiling tiles for all new work. 
20. CA is requiring recycled content carpet for all new work. 
21. CA is requiring low VOC paints for all applications with a low VOC alternative. 
22. CA is continuing to move forward with the installation of Energy Star 


programmable thermostats for all buildings. 
23. The Columbia Association worked with the Watershed Advisory Committee to 


draft a Watershed Policy.  The Policy is being considered for acceptance by the 
External Relations Committee in December of 2009.  


 
 
Goal #4:  Prepare and initiate the implementation of an Environmental 
Advocacy plan by March 31, 2009, which will include: 
 
Community-wide information and education plan for all stakeholders 


 
The strategy for achieving this initiative involves two approaches: 


 
1.  Partner with Howard County (HC) government as publicized co-leaders on 
environmental issues.  Kick-off would involve a summit sponsored by HC and CA 
with invited industry leaders.  An outcome of the summit would be a public 
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announcement of a partnership to communicate educational information throughout 
the County.  Plan would involve bringing additional community organizations into 
the educational consortium. 


 
Preliminary dialog with the County began January 2010. 


 
2.  Developing a strategic communication plan is the second approach.  It is desirable 
to await HC decision on partnership before detailing specific content and schedule.  
However, when the content and schedule has been determined, CA will utilize, at a 
minimum, it’s full array of communications capabilities such as CA Monthly, 
Columbia Matters, Narrowcasting Panels, Club TV’s, Web, Email and signage. 


 
No action has taken place at this time, pending HC partnership.  Expected decision of 
a partnership is within 60 days. 


 
Specific Advocacy roles for the CA Board of Directors and CA Staff related to 
the adoption of state-of-the-art green technologies as part of new and re-
development projects in and surrounding Columbia. 


 
CA’s Board of Directors approved the CA Advocacy Policy which sets forth 
guidelines for the Columbia Association’s advocacy role, which may include public 
policy and litigation, whether it is at the local, state, federal or international levels. It 
also includes the criteria to determine when and to what extent the Columbia 
Association will be involved in advocacy activity. 


 
The first step for CA advocacy on environmental issues is for the CA Board to 
formally approve such advocacy.  That approval must meet the policies, criteria, 
specific forms of advocacy and ensure reporting requirements are met. 


 
During the month of March 2010, CA Staff will prepare a recommendation for 
advocacy and submit for review and approval through the External Relations 
Committee (ERC).  The ERC will then prepare a formal Recommendation to the 
Board of Directors will specify in detail the issues, targeted stakeholders and 
reporting parameters. 


 
 
 
 
 
 
 
 
 
The Columbia Association Board of Directors approved the “Going Green Plan” on 
March 27, 2008. 
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Introduction 
 
In 2005, the CA Board of Directors voted to form an Internal Revenue Code Section 501(c)(3) 
charitable organization, Friends of the Columbia Association, Inc. (“Friends of CA”), after 
months of deliberation primarily over the make-up of that organization’s Board of Directors.  
The Friends of CA met three times in 2006.  At the last meeting on April 24, 2006, the Board 
voted to change the name to the Friends of Columbia, Inc., and to table any further activity of the 
organization, including any further work on changing its name or applying for tax-exempt status 
from the Internal Revenue Service (“IRS”).  The minutes of that meeting are included in 
Appendix A; labeled “Draft” because the Friends of CA Board did not meet again to approve the 
minutes. 
 
We believe that this organization is a viable approach for CA to obtain grants and donations for 
some of the projects that the CA Board and community want for Columbia.  If the IRS rules that 
the Friends of CA is a tax-exempt charitable organization, and we believe a favorable ruling is 
probable, then donations to the organization would be tax-exempt for the donors.  
 
Therefore, we have prepared this document to provide background on the Friends of CA, 
responses to questions asked by previous CA Board members, and the next steps needed to get 
the organization into operation. 
 


Background 
To begin the process of forming a 501(c)(3) organization, CA staff researched comparable 
organizations, especially the 501(c)(3) organization created by Reston Association for similar 
purposes.  We also sought assistance from Miles & Stockbridge, one of CA’s outside legal 
counsel.  The chart below provides an outline of the process the CA Board and staff used to 
establish the Friends of CA.   
 
March 2004 CA staff presented the Board’s Financial Management Committee with 


draft Articles of Incorporation and Bylaws for a 501(c)(3) organization 
entitled “Friends of the Columbia Association, Inc.”   


August 26, 2004 CA Board work session at which Ron Schimel from Miles & Stockbridge 
answered Board members’ questions about 501(c)(3) organizations. 


November 23, 
2004 


The CA Board further discussed the proposed Friends of CA and requested 
two additional alternative drafts of Articles of Incorporation and Bylaws 
from Mr. Schimel. 


May through 
September 2005 


The CA Board had three readings on the proposed 501(c)(3) organization, 
discussing the three alternatives for Board structure: 


 The Friends of CA Board would be entirely and solely comprised of 
all of the CA Board members. 


 Half of the Friends of CA Board would be CA Board members and 
the other half would be community members. 


 All members of the Friends of CA Board would be from the 
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community. 
October 10, 2005 The CA Board voted (6-4-0) to form the Friends of Columbia Association, 


Inc. under the Articles and Bylaws that made the Friends of CA Board of 
Directors the same as the CA Board. 


February 9, 2006 The first meeting of the Friends of CA was held, at which the Board 
appointed the officers and general counsel as follows: 


 Maggie Brown, President 
 Rafia Siddiqui, Treasurer 
 Susan Krabbe, Secretary 
 Sheri Fanaroff, General Counsel 


April 24, 2006 The Friends of CA met for the third and last time, as noted above (see 
attached minutes).   
The corporation still exists, although there has been no activity related to it. 


 


Previous Board Member Questions and Responses from 
Staff and/or Counsel 


1. How do organizations work when a 501(c)(4) and 501(c)(3) essentially exist under 
one roof with largely shared boards and with the 501(c)(4) has primary control over 
the 501(c)(3)?  What are the possibilities for CA to set up a similar scenario? 


 
A 501(c)(4) has different rules and attributes than a 501(c)(3), but there is nothing wrong 
with having shared boards and sharing concerns and interests as long as the rules for both 
are assiduously followed.  We would need to keep separate records, apply the funds 
collected by the 501(c)(3) strictly for those purposes, etc.  It is not who sits on the Board, 
but how funds are applied that is more of the determining factor in maintaining tax-
exempt status as a 501(c)(3). 


 
2. What are some of the pros and cons of the two Boards having the exact same 


members? 
 


If the two Boards have the same members, it may be difficult to keep the business of each 
separate from the other; to remember which hat the Board member is wearing at any 
particular moment.  Two different Boards, or partially different Boards, might help to 
keep separate focus.  Having the 501(c)(3) Board made up of community members, 
prospective donors and experts in various fields would provide greater resources for 
doing the actual work of the 501(c)(3), which is something that the Friends of CA Board 
found daunting and discouraged them from further activity. 


 
3. Would the books, records and Board meetings of the Friends of CA be required to 


be open to Columbia residents similar to the way CA’s are by virtue of the 
Maryland Homeowners’ Association Act? 


 
The Maryland Homeowners’ Association Act does not apply to the Friends of CA.  The 
Friends of CA would file a form 990 with the IRS, and that would be a public document.  
In addition, the State of Maryland, depending on the level of solicitation and who makes 
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the solicitation, requires certain information to be provided to the Attorney General’s 
Office.  However, there is no legal requirement for open meetings for 501(c)(3) 
organizations. 


 
4. How would donations to the Friends of CA be spent? 


 
They must be spent in strict accordance with the purpose of the organization; otherwise, 
the 501(c)(3) status could be jeopardized.  Please understand that Friends of CA has not 
yet applied for IRS tax-exempt determination, so donations have not been solicited.  Until 
the IRS grants tax-exempt determination, donations are not officially tax-exempt for the 
donor.  CA staff believes that the most prudent course of action is to obtain IRS tax-
exempt determination before grants or donations are solicited.  


 
5. How would the Friends of CA change the composition of the members of its Board, 


if it voted to do so? 
 


Article III Section 3 of the By-Laws of the Friends of CA states that each director of the 
Friends of CA “…shall be the then serving current directors of the Columbia Association.  
Each director shall hold office until he or she is no longer serving on the Board of 
Directors of the Columbia Association…”  Per Sheri Fanaroff, General Counsel to the 
Friends of CA, if the Friends of CA wishes to alter the composition of its Board so that 
some or all of the directors are not directors of CA, the Friends of CA would need to 
amend the By-Laws.  No change would be necessary to the Articles of Incorporation.  
Amending Article III of the By-Laws of the Friends of CA requires the consent of CA.  
Therefore, the directors of the Friends of CA would need to approve an amendment of the 
By-Laws stating the composition of the Friends of CA Board subject to CA’s consent.  
Then, that amendment would need to be submitted to the CA Board for approval.  Once 
approved, that amendment would be made to the By-Laws of the Friends of CA. 


 


Information Gathered from the Reston Association 


Introduction 
The Friends of Reston for Community Projects, Inc. (“ Friends of Reston”) is a 501(c)(3) 
organization established by the Reston Association, primarily for the purpose of financing the 
construction of a nature center.  According to Friends of Reston’s treasurer (also the chief 
financial officer of Reston Association), Reston’s original developer planned for a nature center, 
but it had not been built.  Ultimately, the Reston Board of Directors decided that no lien monies 
could be used to build the nature center; and so, Friends of Reston was established and donations 
solicited primarily for this project.   


Background and Structure 
The Reston Association established Friends of Reston under one of the alternatives for Board 
structure that CA’s Board considered and rejected.  The Reston Association is the sole member 
of Friends of Reston and, acting through its Board, has the right to vote for the elected directors 
of Friends of Reston.  The Friends of Reston by-laws provide for seven to 11 directors; two of 
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which are ex officio directors (the president and executive vice president of the Reston 
Association) and the rest of which are elected by the Reston Association Board from the 
community.  The directors serve staggered, three-year terms.  Per Friends of Reston’s treasurer, 
the directors of Friends of Reston have always been different from those of the Reston 
Association, with the exception of the two ex-officio directors described earlier.  The treasurer 
believes that this structure has worked very well and helped with fund-raising for Friends of 
Reston. 
 
Friends of Reston has no employees; Reston Association’s chief financial officer is required to 
be the treasurer of Friends of Reston.  (Please note that while there is no such requirement for 
Friends of CA, the Friends of CA Board appointed CA’s chief financial officer to be the 
treasurer of Friends of CA.)  Friends of Reston applied for, and obtained favorable determination 
from, the IRS of its tax-exempt status, which took about six months with assistance from legal 
counsel.  Reston Association handles the accounting for Friends of Reston at no charge, and 
issues annual audited financial statements on a consolidated basis.  Donations go directly to 
Friends of Reston; Reston Association facilitates receipt processing.  Friends of Reston generally 
pays vendors directly, unless there is a grant that works on a reimbursement basis. 
 


Activities of Friends of Reston  
Funds received by Friends of Reston have been mainly private donations from high net worth 
individuals and stream restoration funds received by the Reston Association and donated to 
Friends of Reston.  Per their treasurer, almost all of the funds were used for the Nature House 
project, with smaller amounts funding camp scholarships, benches and other environmental 
activities.  Grant funding accounts for only about 10 percent of their revenues.  To give some 
perspective, the chart below shows the summary revenues and expenses for Friends of Reston for 
2007 and 2008.  The information was obtained from their form 990, which may be viewed at  
http://www.reston.org.  Once on the website, go to InsideRA, then Budget and Finance and 
Audits & Financial Statements. 
 


2007 2008


Revenue:
  Contributions and grants 281,869$        561,032$         
  Investment income 32,166$          40,462$           
      Total revenue 314,035$        601,494$         


Expenses:
  Grants and similar amounts paid 4,820$            11,319$           
  Other expenses 17,238$          27,900$           
      Total expenses 22,058$          39,219$           


Revenue less expenses 291,977$        562,275$          
 
The majority of the funds raised were used in 2009 to build the Nature House, which opened in 
November 2009.  Of the $561,032 contributed in 2008, $108,296 (19 percent) was from Reston 
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Association’s stream bank restoration fund, which can be used for these purposes per the 
treasurer.  
 


Next Steps for the Friends of CA 
 


1. CA staff will continue to research the record-keeping and reporting requirements of 
501(c)(3) organizations for the State of Maryland and the IRS and for any other 
regulatory or governing bodies that may apply. 


 
2. The Friends of CA Board of Directors should meet to discuss this information, and 


develop a plan for getting Friends of CA up and running. 
 


3. Pursue officially changing the name of Friends of Columbia Association, Inc. to Friends 
of Columbia, Inc. as the Friends of CA Board approved at the April 24, 2006 meeting. 


 
4. CA staff recommends that the Friends of CA Board authorize review by outside tax 


counsel of its by-laws before pursuing IRS tax-exempt determination.  Per its by-laws 
and IRS form 990, Friends of Reston exists solely to aid the Reston Association in 
performing its charitable, scientific or educational purposes as defined in Section 
501(c)(3) of the Internal Revenue Code.  Friends of CA is not described in this manner, 
and we are unsure of the impact on the tax-exempt determination process.   


 
5. A representative of the Friends of CA Board of Directors, preferably the chair, should 


meet with Beverly Francis, executive director of the Columbia Foundation, to discuss the 
fund-raising plans and targets of Friends of CA, so that the two non-profits do not 
compete for the same funds for similar projects and activities. 


 
6. As soon as the Friends of CA Board directs CA staff, we will begin the process of 


completing IRS Form 1023, “Application for Recognition of Exemption Under Section 
501(c)(3) of the Internal Revenue Code.”  The following is a portion of what is needed to 
complete that application: 


a. Description of planned, present and future activities; 
b. Name, qualifications, average hours worked, duties and compensation, if any, of 


the officers, directors, highly compensated employees and highest compensated 
independent contractors; 


c. Description of each fund-raising program planned; 
d. Description of how planned grants, loans or other distributions to organizations 


will further the tax-exempt status, the records that will be kept, the selection 
process for awarding such grants, etc., and the procedures for oversight of those 
distributions; 


e. Projections of “likely” revenues and expenses for three years; and, 
f. Description of educational grants, scholarships, etc. including the purpose, 


amounts, award criteria, selection committee, procedures for supervision and 
record-keeping, etc. 


 







 


Appendix A 
 
DRAFT 


 
 


MINUTES OF A MEETING OF 
FRIENDS OF THE COLUMBIA ASSOCIATION, INC. 


BOARD OF DIRECTORS 
 


April 24, 2006 
CA Headquarters 


 
 


The Friends of the Columbia Association, Inc. (the “Friends of CA”) Board of Directors 
(“Board”) began its meeting at approximately 7:00 p.m.  The directors present were Pearl 
Atkinson-Stewart, Maggie Brown, Miles Coffman, Henry Dagenais, Jud Malone, Phil Marcus 
and Tom O’Connor.  Also present were Sheri Fanaroff and Susan Holden. 
 
Ms. Brown moved, and Ms. Atkinson-Stewart seconded, to approve the agenda with a minor 
change.  The agenda was unanimously approved as amended.  Ms. Brown moved, and Mr. 
Malone seconded, the approval of the minutes from the March 23, 2006 meeting, which were 
unanimously approved. 
 
Ms. Fanaroff summarized the process of changing the members of the Friends of CA Board of 
Directors.  Mr. Malone noted that there were several options - all Board members remain on the 
Board, all leave the Board or some leave and others are added.  It was noted that there could be a 
governing committee structure such as the CA Board is considering (chair, vice chair, three 
chairs from other committees), but that this may create a perception that the Friends of CA Board 
is a subcommittee of the CA Board.   
 
Mr. Coffman questioned the purpose of the Friends of CA.  He stated that if it is for large 
fundraising, then there may be a problem with other charities in Howard County.  He perceives 
the organization as more of a grant-writing vehicle.  Ms. Brown said that the initial goal was to 
receive donations for “Give a Kid a Camp” etc., but large-scale fundraising and grant-writing 
require significant effort.  Mr. Marcus described two models of fundraising, one of which is 
passive for contributors to specific programs and the other is a more active model requiring some 
staff and effort.  Ms. Atkinson-Stewart also questioned the purpose of the Friends of CA.  She 
noted that if Friends of CA focuses solely on grants, then the Board must decide what kind of 
grants.  She agreed that having the same people on both Boards is problematic and that there 
should be some citizen participation. 
 
Mr. Malone suggested changing the name to “Friends of Columbia” from “Friends of CA.”  He 
said that the mission must be determined because it will affect fundraising and to avoid 
competition with other non-profits.  He suggested some mission ideas such as open space and 
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parks and providing amenities that are county-wide and have more Howard County funding than 
what is currently available. 
 
Mr. Dagenais agreed with the name change and with changing the Board members.  Other Board 
members agreed that grant administration is time-consuming.  Ms. Atkinson-Stewart expressed 
the concern that parks and open space are CA’s responsibility and questioned how CA could take 
that out of its budget.  She stated that people complain about Howard County not paying its fair 
share and questioned CA’s responsibility versus Howard County’s. 
 
Mr. Coffman moved, and Mr. Malone seconded, to change the name to “Friends of Columbia.”  
The motion passed unanimously. 
 
Ms. Brown questioned if a 501(c)(3) organization is really necessary and helpful.  Mr. Marcus 
stated that homeowners and neighborhood associations were formed to get more money for 
certain areas and community amenities, but that these organizations run out of money.  He 
believes there is a function for the 501(c)(3) organization to raise funds for extra amenities. 
 
Mr. O’Connor stated that two charities already expressed willingness to work with the Friends of 
Columbia and act as conduit for funds.  Ms. Brown noted that CA has worked on these types of 
activities together with other organizations, and she is not sure that a separate charitable 
organization is really needed. 
 
Ms. Atkinson-Stewart moved to delay further work on the Friends of Columbia until more 
information is obtained.  Mr. O’Connor asked about the process of dissolution for the Friends of 
CA, and Ms. Fanaroff said that the Friends of Columbia Board could dissolve the organization.  
Mr. Marcus felt that it was precipitous to dissolve, but agreed to “let it sleep.”  Ms. Holden 
suggested gathering some information from Reston Association.  Mr. Malone offered to get a list 
of charities in Howard County and find out how the Friends of Columbia would fit in with their 
activities. 
 
A motion was made, and seconded, to table Board activities of the Friends of Columbia and 
further work on the name change.  The motion passed unanimously.   
 
Mr. Malone moved, and Ms. Atkinson-Stewart seconded, to adjourn the meeting.  The meeting 
adjourned at 7:47 p.m. 
 
 
Respectfully submitted, 
 
Susan K. Holden 
Secretary, Friends of the Columbia Association, Inc. 
 
Approved by Friends of the Columbia Association, Inc. Board of Directors  
 
__________________________ 
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CSS Update 
 


POC 
February 25, 2010 


 
This month the CSS Development Team reports on the following: 
 


• UAT Testing 
• Data Migration 
• Financial Transactions 
• Documentation 
• Load Testing 
• Project Plan 
• CSS Source Code 
• Go Live Date 
 


UAT Testing – UAT Testing began on Tuesday, February 16.  This begins the formal validation of 817 test scenarios to ensure 
CSS performs as specified.  As of this writing (2/18), two technical issues have arisen which are being addressed.  One is the 
sporadic “freezing” of the system.  The second is processing speed.  This is a similar problem that arose as we entered Beta.  
We expect issues of this nature to continue to arise and be resolved.  That is what UAT is all about. 
 
Data Migration – Validation of data being migrated into CSS will be implemented during the second cycle of UAT testing.  A 
random sample of all memberships will be chosen to ensure that all membership types are being set up properly in CSS 
 
Financial Transactions – With UAT beginning, the Finance Team is now in the process of evaluating the accounting coming 
from CSS.  SME’s are completing transactions and Finance is analyzing each successfully passed UAT test to validate the 
numbers.  It is too early to report on our confidence on financial transactions.  This issue remains as one of our top radar 
screen issues. 
 
Documentation – All work on User documentation has been put on hold as limited resources are being directed to UAT.  
Meetings have been scheduled to determine how to fast track this process. 
 
Load Testing – The load testing was done with limited capability on ITC’s platform. Shortly, the software delivered for UAT will 
be tested on Columbia Association platform once the software becomes stable. The enhanced functionality will allow us to 
better evaluate the load in a realistic environment. 
 
Project Plan – Listed below are key target dates:  
   


UAT Testing Began – February 16 
 March 17 – UAT ends 
 May 1 – Start to procedure to Go Live 
 
CSS Source Code – CA continues to successfully compile the CSS source code. 
 
Go Live Date – The CA Project Team is still targeting May 1, 2010.  Radar screen issue remains the financial transactions.  
Final agreement on ITC staffing in Columbia during Beta, UAT and Go Live has been made. 

















 
 
 
 
 
 
 
 
 
 
 


 
 
 
 
 PURCHASING POLICIES AND PROCEDURES 
 
 


May 1, 2010 
 
 
 
 
 
 


 
 
  


 
   


      
 
 
 


Deleted: January 23, 2009







 2


I. INTRODUCTION 
 


These policies and procedures govern all purchases for goods or services made by 
the Columbia Association.  Each member of the staff who, by the nature of his or 
her job, deals with vendors or has supervisory responsibility for those who do, 
must be made familiar with its contents. 
 


II. GENERAL POLICY 
 


A. The Columbia Association maintains an automated bidders list to allow 
prospective vendors the opportunity to do business with the Columbia 
Association.  The automated bidders list provides CA purchaser’s access 
to all firms that have completed the bidders list registration form.  The list 
contains pertinent information on each bidder including name, address and 
phone number and indicates the types of supplies or services provided.  If 
a bidder fails to respond to five solicitations for bid or has failed to 
perform satisfactorily, the bidder may be removed from the automated 
bidders list. 


 
B. The Columbia Association is committed to the procurement of goods and 


services that have less detrimental environmental and social impacts than 
competing goods and services.  IFBs and RFPs shall endeavor, to the 
extent possible, to specify sustainable goods and services, and at the same 
time consider the value received and benefit to the environment in return 
for the expenditure.  Goods and services should, for example, be more 
energy efficient, conserve water, reduce the use of fuel, generate less 
pollution and toxins, use recycled materials, and/or minimize waste.  


 
C. A firm that is paid to prepare a scope of work, a concept, a plan or 


specifications for a purchase or job for the Columbia Association is not 
permitted to bid on that purchase or job.    A multi-step purchasing method 
may be used in certain cases (see Section V B).  A firm that provides 
descriptive literature such as catalogue sheets, brochures, technical data 
sheets, or standard specification “samples,” whether requested by a CA 
employee or provided on an unsolicited basis is permitted to bid on that 
purchase or job. 


 
D. Columbia Association shall preserve the integrity of the bidding process by 


soliciting bids and proposals from relevant and reputable vendors, 
preventing the disclosure of the contents of a vendor’s bid to a competing 
vendor prior to contract award, and refraining from any actual or perceived 
interference of a potential vendor’s response to an IFB or RFP. 


 
E. All bids that are received shall be date stamped.  Bids received after the 


date and time specified for receipt will not be considered for award.   
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F. At least three bids must be received to meet the minimum bid 
requirement.  Prices obtained directly from a catalog shall not qualify as 
a bid.  Bids obtained via the internet are acceptable when submitted in 
response to an IFB or RFP. If less than three bids are received, and (a) if 
the total bid price is $10,000 to $250,000, then the President’s approval 
of the award is required, or (b) if the total bid price exceeds $250,000, 
then Board approval of the award is required.  


 
G. The Purchase Order file will contain total bid information and selection 


justification.  In all cases when the low bid is not chosen the President’s 
approval is required.   


 
H. Requests for goods and services cannot be artificially divided to avoid bid 


requirements.  Instead, requests should be aggregated to the maximum 
extent possible. 


 
I. An approved check request is acceptable for the following categories of 


expenditures, however these purchases must comply with all other aspects 
of this policy:    


 
• Commercial Insurance 
• Employee reimbursements (i.e., seminars, dues and travel expenses) 
• Certain emergency purchases (a situation requiring an emergency 


purchase exists when sudden or unexpected occurrences or conditions 
pose an actual or immediate threat to the continuation of an essential 
operation of CA, or pose a threat to public health, welfare or safety.  
The failure to adequately plan and anticipate does not constitute an 
emergency purchase). 


• Year-end processing 
• Benefit payments 


 
J. Exemptions 


 
The following categories of expenditures are exempt from the competitive 
pricing requirements; check requests may be processed for payment. 
 
• Advertising expenditures 
• Regulated public utilities where service and rates are not negotiable 
• Conferences, seminars and training fees 
• Visiting speakers, professors and performing artists 
• Memberships, dues and fees in professional organizations 
• Payments to governmental agencies 
• Postage purchased directly from USPS 
• Tickets, admission fees, etc. for amusement parks, sporting events, or 


entertainment events/activities 
• Books and subscriptions 
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• Refunds, Checkbook Reimbursements 
 


The following categories of expenditures are exempt from the competitive 
pricing requirements; Purchase Orders are required. 
 
• Sole Source (a situation requiring a sole source purchase exists when 


the proposed vendor is confirmed by the Purchasing Manager and 
approved by the President as the only source for the specified goods or 
services available within the Baltimore/Washington Metropolitan 
region). 


• Merchandise/consumable goods for resale to the public 
• Instructors or others providing services to be sold to the public 
• Contract labor (A temporary service agency providing services for a 


specific project of short duration or services required due to an 
extended employee absence or unexpected need) 


• Expendable goods (items with a unit price of less than $300 which will 
be used within one year) from retail stores such as Giant, Safeway, 
Target, K-Mart, and Home Depot.  Blanket purchase orders may be 
established to accommodate these purchases. 


 
K. An invoice that exceeds the purchase order amount by no more than 


$250 for shipping or sales tax only, may be paid without an addendum to 
the original purchase order. 


 
L. For expenditures of goods and services that total $10,000 or less 


addressing immediate, unanticipated needs, verbal approval must be 
obtained from the appropriate Division Director/Assistant Division 
Director before a commitment is made with a vendor.  Within five (5) 
calendar days of receiving the verbal approval, a purchase requisition must 
be properly completed and approved.  Purchase orders will be issued for 
these expenditures.  


 
 


III. BLANKET PURCHASE ORDERS FOR RECURRING PURCHASES 
 


A blanket purchase order is a purchase order that is established with a vendor to 
permit repetitive purchases within a given fiscal year to a stated maximum dollar 
limit.  Blanket purchase orders should be established for all categories of 
recurring purchases.  Recurring purchases are defined as multiple purchases of the 
same types of goods or services from the same vendor during a fiscal year.  The 
purpose of blanket purchase orders is to facilitate the acquisition of multiple items 
that are purchased repetitively over a period of several months.  The high volume 
of the items makes it impractical for individual purchase orders to be issued.  
Contracts for blanket purchase order items may be renewable annually for a 
maximum of two years beyond the first year. 
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“Departmental” blanket purchase orders are for recurring purchases made by 
departments.  Departmental blanket purchase orders should be initiated by the 
department. 
 
“Global” blanket purchase orders will consist of goods and services such as 
office supplies, fuel and janitorial supplies that are purchased on a recurring 
basis by more than one department.  “Global” blanket purchase orders will be 
issued at the beginning of each fiscal year by the Purchasing Department and 
will be the responsibility of the Purchasing Manager.  The Purchasing Manager 
in consultation with the operating managers will determine the approximate 
annual expenditure for eligible goods and services and then conduct the 
appropriate bid process. 
 
Procurements for time and materials services such as HVAC, electrical and 
plumbing services will be conducted by the Purchasing Manager in coordination 
with the relevant Service Bureaus.  A committee comprised of multiple 
divisions within the Operations Service Bureau will evaluate bids received and 
make recommendation(s) for contract award. 
   
The following conditions apply to departmental and global blanket purchase 
orders:                 
 
A. All blanket purchase order requests must be bid in accordance with Section 


IV G.  The duration of a blanket purchase order for operating expenses 
cannot exceed one year. 


 
B. The total shown on the blanket purchase order will be the maximum dollar 


amount permitted to be spent under the original purchase order (see Section 
II (I) for exception).  It is the responsibility of the originating department to 
review its estimated requirements and plan accordingly.   


 
C. Maximum dollar limits on established blanket purchase orders will be 


permitted to be increased only if the purchaser(s) carefully monitor their 
usage and submit a purchase requisition, as a change order to the original 
blanket purchase order, prior to reaching the dollar limit on the original 
blanket purchase order.  If the increase moves the purchase into a category 
that requires a different bid procedure than the original blanket purchase 
order, the request will not be approved until the requisite bid procedures of 
the new category have been completed.   


 
D. All blanket purchase order requests will be reviewed by the Purchasing 


Manager for reasonableness to ensure requested dollar amounts are 
appropriate.   
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IV. PURCHASE CATEGORIES FOR SINGLE PURCHASES  
 
 


A. Purchases Up to $10,000 
 


Competitive pricing is encouraged.    
 
Approval by the Assistant Division Director or Division Director is 
required. * 
 


B. Purchases greater than $10,000 up to $25,000 
 


For purchases greater than $10,000 up to $25,000, a written request must 
be sent to potential vendors, and written responses must be received 
from prospective vendors.  The written requests, vendor responses, and 
other relevant information shall be attached to the Purchase Requisition 
form and will become part of the file. 
 
Approval by the Division Director is required. * 
 


C. Purchases greater than $25,000 
 
 The competitive bidding process for purchases greater than $25,000 


must be bid in accordance with Section V Request for Bids. 
 
 Approval by the Division Director and President is required.  * 
 


* A Division Director may delegate his/her signature authority to a 
designee, such as that division’s Assistant Division Director, if the 
Division Director is unavailable.  If the designee is unavailable, the 
purchase may be approved by another Division Director or the 
President.  The employee initiating the purchase must notify the 
appropriate Division Director that the purchase was made in his/her 
absence.  
 


D. Addendums/Change Orders  
 


Addendums arise as additional work is added to a purchase order for an 
operating expenditure that was not known at the time the original 
purchase order was prepared.  The cumulative amount of purchases, 
including addendums, must comply with the competitive bidding 
guidelines.  An invoice that exceeds the approved purchase order 
amount, including change orders, shall not be honored.  
 
Change orders arise as additional work is identified for a capital project 
that was not known at the time that the original purchase order was 
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prepared.  The nature of the services performed in the change order must 
be the same as the original purchase order.  If the amount of the change 
order moves the total purchase amount into another bid category or the 
cumulative change orders exceed 20% of the original purchase order 
amount, the change order must be approved prior to authorizing the 
additional work. 
 
If the original purchase order was an exception approved by the President, 
any cumulative change orders or addendums that exceed 20% of the 
original purchase order amount must be approved by the President.  If a 
change order or addendum of a purchase order that was originally an 
exception approved by the President causes the total purchases to exceed 
$25,000, it must be taken to the Board for approval.  If the original 
purchase order was a Board approved exception, the Board must approve 
any cumulative change orders or addendums that exceed 20% of the 
original purchase order amount or exceed $25,000. 
 


E. Riding Other Government Contracts 
 


CA may make purchases by “riding” contracts awarded by other state or 
local governments.  Riding other jurisdiction’s contracts allows CA to take 
advantage of substantial volume discounts and reduce the amount of 
administrative effort necessary to obtain the goods and services.  In order 
to ride another jurisdiction’s contract, CA must purchase the exact same 
goods and services, receive the exact same pricing offered by the other 
jurisdiction and the goods or services awarded by the other jurisdictions 
must have been competitively bid.  The purchase order file will contain 
relevant documentation from the jurisdiction to support their contract for 
the goods or services purchased.   
 
“Riding” shall mean that CA may accept the pricing and terms and 
conditions of a vendor’s contract award with a state or local government 
for the procurement of the exact same goods or services without obtaining 
competitive bids or requesting an exception to the purchasing policy.  The 
resulting contract will be between CA and the vendor.  The state or local 
government is not a party to the agreement. 
 


F. Contract Processing 
 


Contracts between CA and other parties will be processed in accordance 
with the Contract Processing Policy attached hereto as Addendum A.  
 


G. Purchase Categories for Blanket Purchase Orders 
 


For blanket purchase orders up to $5,000 per quarter not to exceed 
$20,000 a year competitive pricing is encouraged.   
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For blanket purchase orders greater than $5,000 per quarter or greater than 
$20,000 a year a written request for bid must be sent to potential vendors, 
and written responses must be received from prospective vendors.  The 
written requests, vendor responses, and other relevant information shall be 
attached to the Purchase Order and will become part of the file. 
 


V. REQUEST FOR BIDS 
 


An Invitation for Bid (IFB) is used when the goods or services to be procured can 
be specified exactly and where price is the most important criteria for award.  A 
Request for Proposal (RFP) is used when the goods or services to be procured 
cannot be specified exactly and where the bidder’s qualifications and experience 
are as important or more important criteria than cost.  
 
A. An IFB or RFP must be sufficiently detailed and unambiguous to prevent 


misunderstandings.  It should include the following: 
 


1. Proposed scope of work, schedule of performance and specifications; 
2. Any additional general and special instructions necessary, which may 


include the format in which proposals should be submitted; 
3. Proposed terms and conditions of the resulting contract, if applicable; 
4. For RFPs, criteria to be used to evaluate proposals (i.e., quality, price, 


and experience); 
5. Time, date and location of pre-bid conferences, if any; 
6. Time, date and location for the receipt of bids and proposals. 
7. Deadline for receipt of bids, and notice that late proposals will not be 


accepted. 
8. All bidders shall be made aware of any revisions to the IFB or RFP 


and shall have an opportunity to amend their bid prior to the bid 
deadline. 


9. RFPs will include notice that a committee of appropriate staff 
members will evaluate and recommend the selection of the winning 
vendor, and that the name of the winning vendor will be announced to 
all bidders. 


10. Name and contact information of the staff person from whom more 
details may be obtained. 


 
B. Columbia Association staff is responsible for preparing the scope of work and 


specifications.  If the staff lacks the expertise to properly prepare this 
information, the Columbia Association may hire, through the competitive 
process specified in these policies and procedures, an experienced and 
qualified consultant for that purpose.  The consultant may also provide 
assistance during the bidding process.  The consultant is prohibited from 
submitting a proposal in response to the resulting RFP. 
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A multi-step purchasing method may be used when it is not practical to 
initially prepare a definitive purchase description that will be suitable to 
permit an award based on price.  The RFP must state that the procurement is 
a multi-step procurement and state the intent to either make awards after 
each step or make one award.  Technical proposals must be received by the 
date and time specified.  The technical proposals received are evaluated 
against pre-established criteria that were stated in the solicitation.  Bidders 
who submit technically acceptable proposals can be invited to submit sealed 
priced bids.  The lowest priced, technically acceptable bid is awarded the 
project.  The multi-step purchasing method is applicable to purchases up to a 
maximum of $25,000 with the approval of the Purchasing Manager. 


 
C. A pre-bid conference may be held to discuss the RFP or IFB and answer 


questions from potential bidders.  After the conference, it may be desirable 
to issue an addendum in response to comments made at the conference or to 
clarify the IFB or RFP. 


 
D. For all services where RFPs are required, a Selection Committee is 


responsible for reviewing and ranking the proposals.  In order to be 
considered qualified to be a member of a Selection Committee, Team 
Members must have knowledge and experience in the subject matter of the 
specific procurement.  The Committee may interview and negotiate with the 
firms having the highest ranking proposals and may request submissions of 
“Best and Final Offers”.  The Committee is responsible for selection of a 
bidder for contract award.   


 
E. For RFPs discussions with potential bidders, the evaluation process and 


selection justification must be documented in writing and retained in the 
Purchase Order file.  Columbia Association staff shall not mark or alter any 
contents of the original bids and proposals.   


 
F. For IFBs when award is made to other than the low bidder, the file will be 


documented with sufficient justification as to why the low bidder was not 
selected for award. 


 
G. Each bidder shall be notified of the outcome of the procurement process, 


including the name of the winning vendor.   
 


H. Potential vendors shall be urged to register for the automated bidders list.  
Vendors on the automated bidders list will be routinely notified by email 
about any relevant IFBs and RFPs issued by the Columbia Association.  
Notices that include any new IFBs and RFPs shall be timely placed on the 
Columbia Association website to make them accessible to vendors and the 
general public.  Potential vendors shall be given at least 5 calendar days to 
submit their bids in response to an IFB, or at least 21 calendars days to 
submit their proposal in response to an RFP.  
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VI. SELECTION OF PROFESSIONAL SERVICES 
(e.g., Architects, Planners, Engineers, Construction Management, Consultants, 
Accountants, Lawyers, Lobbyists and Others) 
 
All professional services must be bid in accordance with the procedures in 
Section IV and the Request for Bids process outlined in Section V.  
Professional service contracts may not exceed three (3) years except for 
Pension Plan Administration, Trustee Services, Banking Services, Third Party 
Administrator Services, Insurance Broker Services and Employee Medical 
Benefits which may exceed 3 years.   
 


VII. AFFIRMATIVE ACTION 
 


In accordance with the Columbia Association’s Affirmative Action Plan, CA 
will encourage the participation of firms owned by women, minorities and the 
disabled in the Columbia Association’s purchasing process.  Reasonable efforts 
will be made to identify available female, minority and disabled vendors and to 
increase the utilization of their services.   
 


VIII. EXCEPTIONS  
 
A. Requests for exceptions to the purchasing policies and procedures must be 
made in writing to the President.  The request must include full justification for 
the exception.  The request may be approved only by the President, or, in the 
President’s absence, by the Vice President for Administrative Services.  If the 
Vice President for Administrative Services is also absent, the President may 
delegate this authority, in writing, to another Vice President.  Final 
documentation in the bid files shall include the written justification and 
signature of approval by the President or designee. 


 
B. Any requests for exceptions, including professional services, over 
$25,000 require Board approval.   


 
C. The Board will receive quarterly reports on all purchase orders that were 
approved with exceptions.  At a minimum, the report will list basic 
information on the purchase orders, the reasons for the exceptions and the 
overall number and total dollar amount of all purchase orders approved with 
exceptions in comparison with all other purchase orders approved during the 
quarter.  The President and the Board may take remedial measures if the 
number of exceptions is considered excessive.   


 







 11


IX. ACCOUNTABILITY  
 


The Division Director shall be held accountable for all commitments made by his 
or her Division.  The Division Director’s responsibilities shall include the 
following: 
 
A. Any commitments which obligate funds allocated to the Division must be 
approved by signature by the appropriate Division Director (or Assistant Division 
Director for purchases up to $10,000).  The review of each proposed commitment 
should verify that the vendor selection process was in accordance with both the 
spirit and the letter of these policies and procedures. 
 
B. All employees with purchasing responsibilities must sign the 
acknowledgement of receipt form attached to the Code of Business Conduct and 
Ethics policy contained in the Team Member Handbook.  All employees 
responsible for procurement shall attend a meeting once every three years to 
review CA’s purchasing policies and procedures.  
 


X.  CONTROL 
   
A. The Finance Department shall be the point of procurement control and 
shall keep central files on all bid documentation and purchase requisitions and 
other commitments.  The Purchasing Manager shall review purchase 
requisitions, bids, specifications, and other relevant information to ensure 
compliance with these purchasing policies and procedures. 
 


  B. Internal audits will be conducted in accordance with an audit plan 
approved annually by the Audit Committee to determine whether the purchasing 
policies and procedures are being followed.  Any exceptions to the policies and 
procedures shall be reported to the President and to the Board.  If needed, the 
Board shall authorize procurement of services of outside auditors.   


       
 


XI. EFFECTIVE DATE 
 


The effective date of these purchasing policies and procedures will be May 1, 
2010.  The provisions of this document supersede any previous Columbia 
Association documents that govern purchasing, contracting or related functions. 
 
 


Deleted: 4


Deleted: January 23, 2009.
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Addendum A 
 


Contract Processing Policy 
 


A. Procurement Contracts 
 
Contracts are required for the following types of procurements: 


 
• Professional services such as and not limited to Legal services, 


Accounting services, Group Health & Dental Benefits, Group Insurance, 
Architect/Engineer services greater than $10,000 


• Lease agreements  
• Acquisition of real property  
• Construction contracts greater than $25,000 with a single vendor 
• Janitorial services greater than $25,000 annually 


 
Contracts may be required for other types of procurements or agreements, when 
detailed language is necessary to protect CA’s interest.  The Purchasing 
Manager will make the final decision whether a contract is required. 
 
Construction projects and janitorial services up to $25,000 require a purchase 
requisition/purchase order and certificate of insurance. 
 
All contracts for the procurement of goods or services, as identified above, must 
be reviewed and approved by the appropriate Division Director, Purchasing 
Manager, and President or designee.  It is preferable to prepare a form of 
contract previously approved by CA rather than using the vendor’s form of 
contract.  Use of a form of contract previously approved by CA will expedite the 
routing process.  If a form of contract not previously approved is proposed, the 
General Counsel must review and approve the contract.   
 
Only the President or his/her designee is authorized to sign contracts on behalf 
of the Columbia Association.  The Finance department is responsible for 
maintaining a file of every contract.  Contracts should be retained for a period of 
time defined in the record retention and disposal policy.     


 
Contract Routing Procedure 


 
• Conduct competitive bid process 
• Select vendor for contract award 
• Forward a previously approved form of contract to vendor for signature 
• Vendor either signs the contract or suggests changes 
• If vendor signs the contract, attach the Purchase Requisition, copy of the 


Invitation For Bid (IFB) or Request For Proposal (RFP), copy of each 
bidders response, certificate of insurance, procurement acknowledgement 


Deleted: 4
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form and route the contract in accordance with the contract routing sheet.  
After signature by the President, the contract will be forward to the vendor 
and a copy of the signed contract sent to the originator.  


• If the vendor suggests changes, forward the contract with suggested 
changes and appropriate support documents to the Purchasing Manager 
for review.  The Purchasing Manager will decide if the changes are 
substantive and if so forward to the General Counsel to negotiate 
acceptable language. 


 
The contract and purchase requisition approval process will be completed within 
10 business days from receipt in Finance.  A contract routing sheet is attached to 
assist in the contract routing process.   
 
Maintenance and service agreements may be signed by the appropriate Division 
Director and filed in the Division Director or his/her designee’s facility.   
 
Work shall not begin on any project and vendor invoices shall not be submitted to 
the Columbia Association until (a) both parties sign the contract, (b) a purchase 
order is subsequently approved, (c) any requirements, such as a vendor 
certificate of insurance, are satisfied, and (d) notice to begin work is issued by 
the Columbia Association. 
 
 
 
 
 


Deleted: may


Deleted: have 


Deleted: ed
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Contract Routing Sheet 
 


 
Vendor Name ____________________________________________________ 


 
Project Description ________________________________________________ 
 
________________________________________________________________ 
 
Dollar Amount $ ____________________________ 


 
 
 
 


    Date In:  Date Out:  Initials 
 
Contract Originator  _________  _________  _________ 
 
Division Director  _________  _________  _________ 
 
Purchasing Manager _________  _________  _________ 
 
General Counsel  _________  _________  _________ 
 
President    _________  _________  _________ 
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COMMITTEE RECOMMENDATIONS TO BOARD 
 
Date:  February 18, 2010 
 
To:  Columbia Association Board of Directors 
 
From:  Cynthia Coyle, Chair Planning and Strategy Committee 
 
Subject: Downtown Master Planning  
 
Issue:  Columbia Association’s Lakefront Plaza property in Downtown in relationship and 
context to the proposed Downtown development and revitalization. 
 
 
Discussion: The PSC reviewed the CA Staff background paper related to the concept of 
approaching the possible revitalization of the CA Lakefront open space property in a pre-
planning endeavor as part of a master planning process. This approach could engage other 
adjacent and interested stakeholders to assure cooperation and coordination rather than a 
reactive role for CA going forward with Downtown revitalization and development and assure a 
primary role for CA in the Downtown development. 
 
 
Recommendation of Committee:  
 
By a vote of   _3____ For      _0___ Opposed     ____ Abstain   
 


Has no recommendation.  
 
Recommends the following action be taken or motion be approved by the CA Board of 
Directors in regards to the issue described above.   


 
Justification for Recommendation: 
 
Motion: The recommendation must be written in the form of a motion or resolution. 
 
 
 
 
 
 
 
 
 


x


The PSC moves that the CA Board of Directors approve $95,000 to be used to create and 
implement a master planning process for any improvements to the Lakefront Plaza open space 
to include how these elements may integrate into any improvements proposed for Symphony 
Woods Park, other CA open space, as well as any Downtown development/revitalization plans 
of other stakeholders and property owners. This master planning process shall include 
pedestrian flow opportunities between adjacent Village Centers and future developments.  
 


 







 
 
 
 
To:  Planning & Strategy Committee, Cynthia Coyle, Chair 
From: Chick Rhodehamel, Chief Staff Liaison 
Subject: CA Downtown Master Planning  
Date: February 5, 2010 
 
Background: 
 


 In December, the Planning and Strategy Committee selected a series of Key 
Strategic Issues that the committee would review over the remainder of this fiscal 
year. 


 Among those strategic issues selected by the Board was a review of the 
proposed Town Center Redevelopment and how that development could impact 
CA facilities and resources. 


 Since the redevelopment project will take a significant amount of CA Board and 
Staff time, the Board Operations Committee thought it might be more expedient 
to break the overall redevelopment tasks into more manageable items of interest 
to the Board. 


 As a result, the BOC asked for the plan to redevelopment the Kittamaqundi 
lakefront and plaza areas to be the first item of consideration. 


 There are many consideration points involved with the proposals to improve the 
lake front, and the BOC and Staff agreed that this could be a logical starting point 
in light of the fact that the Howard County Council approved GGP’s plans to start 
the Town Center redevelopment process in earnest. 


 Lakefront development and Symphony Woods improvements could play a key 
role in meeting the social gathering place elements of GGP’s plans and resident 
expectations as well as linkage with cultural arts venues and programming. 


 
Financial/Budget Considerations: 
 


 Staff has revisited planning prospects and offers an option that instead of 
investing limited funds in renovations or improvements, other than the badly 
needed repairs of the current amenities, the Board might want to look at 
possibilities of themes that would tie lakefront improvements with Symphony 
Woods Park enhancements, and that could also be tied to future possibilities of 







enhancing improvements to Merriweather Post Pavilion.  Staff feels that investing 
in projects that could end up being removed or moved to other locations could 
add unnecessary costs to the overall improvement program(s). 


 Staff feels that the development of an overall master plan that ties possibilities of 
improvements to the lakefront, Symphony Woods Park and GGP’s plans for 
Town Center would be the most logical process to follow. 


 Staff feels that some of the expenses that could be incurred by CA could also be 
a part of the logical development process that could lead to financial and 
planning partnerships.  As an example, CA has a significant amount of legally 
described and deeded rights-of-way that could be of importance in the 
development process. Staff is simply recommending that CA take advantage of 
these assets to assist in negotiating and getting the best deal possible during the 
development process. 


 Staff also feels that financial and planning processes could be enhanced by the 
establishment of the 501 ( c ) 3, Friends of Columbia. 


 
Legal Considerations: 
 


 A legal analysis of how CA owned properties, easements, and rights-of-way 
could be an important part of Town Center redevelopment should be conducted 
to determine CA’s asset value when forming potential partnerships. 


 
Policy Considerations: 
 


 CA owns two key properties that can add value to Town Center redevelopment.  
CA should take the lead in providing possibilities for a master planning process 
as to how the properties can be tied together and how they could benefit other 
development potential (GGP and other downtown property owners) as well as  
the community at large. 


 CA needs to be very proactive in development of assets not only from a revenue 
standpoint, but more importantly as to how CA can utilize those assets to 
maintain the viability of those Village Centers, especially those centers in the 
proximate area of the proposed Town Center redevelopment proposal.  Non-
vehicular access to gathering places that are tied to the Village Centers could 
make marketing and other elements of Village Center viability more attractive 
and attainable. 


 Lakefront development as it relates to social gathering places could also be tied 
to the pathway system making this a more comprehensive approach.  Staff would 
suggest that any planning for Lakefront development should be one element of a 
master planning process to incorporate as many assets/venues as is possible.  
This master planning process could save money, time and other association 







resources as well as play a major role in how Town Center redevelopment takes 
place. 


 While this project was selected by the Board Operations Committee as a viable 
study topic for the Planning and Strategy Committee, staff feels it necessary to 
point out that the Lakefront was voted as a low funding priority by the Board.  The 
BOC, however, felt that in light of the recent fact that the County Council 
unanimously adopted Council Bills 58 and 59 that the project study of how 
possible lakefront improvements might be tied to Symphony Woods and Town 
Center redevelopment is now of more importance than before. 


 
Options: 
 


 The Planning and Strategy Committee could recommend that funds that were 
included in the current proposed budget in the lakefront area be used to make 
only the necessary infrastructural replacements at the Lakefront open space. 
PSC could also recommend that CA will  take the lead in initiating a Master 
Planning process for the Lakefront related to Symphony Woods Park and 
possible enhancements to the Merriweather Post Pavilion property and with 
future GGP development. CA owned properties and how the connections from 
those properties to the Village Centers in the proximate area of the proposed 
Town Center redevelopment could be incorporated into the master planning 
logistics. The planning process could also involve the development of 
partnerships with community stakeholders, the developer and governmental 
agencies. 


 The Planning and Strategy Committee could choose to wait until such time as a 
final design for the proposed Town Center redevelopment is presented and fit 
any proposed improvements to the lakefront into the developer’s design plan. 


 The Planning and Strategy Committee could choose to do nothing and maintain 
the process of periodic investment into keeping the lake and plaza areas as 
smaller scale entertainment and passive recreation venues. 


 
Recommendations: 
 


 Staff recommends the Planning and Strategy Committee recommend to the 
Board that funds be set aside and used to develop a master plan for Lake 
Kittamaqundi lakefront and plaza improvements.  Staff also recommends that the 
Master Planning process be expanded to include how lakefront improvements 
could be tied to Symphony Woods improvements and the proposed Town Center 
redevelopment proposals, and how access/egress patterns could be tied to 
Village Centers, especially those in close proximity to the proposed Town Center 
redevelopment areas.  Staff further recommends that the Planning and Strategy 
Committee work with Staff to determine acceptable levels of investment to 







maintain safety and usability of the existing lakefront open space until such time 
as overall master plan has generated improvements which can be funded. 


 
PSC Possible Discussion Points: 
 


 Priority level of the lakefront improvements 
 Budget priorities in terms of when funds are allocated and then expended 
 Potential partnerships and the basis for those partnerships 
 Funding possibilities and short-term versus long-term expenditures 
 CA taking the lead in project or process planning. 





		PSC reco to Board downtown master plan lakefront 2 18 10

		CA Downtown Master Planning






Planning and Strategy Committee 
Strategy Sketch 
February 11, 2010 


STRATEGIC ISSUE: The concept of Environmental Sustainability presents a mandate that CA must address effectively 


STRATEGIC INITIATIVE: 


Pathway enhancements should support both the commuter and recreational elements of community sustainability. 


DESIRED OUTCOMES: 


1.  Village/Downtown connectivity 
2.  Reduce “carbon footprint” 
3.  Increased commuter use 
4.  Promote healthier lifestyle 
5.  Increase recreational opportunities 
6.  Enhance existing infrastructure systems through partnerships 
7.  Improve pedestrian safety 


GOAL REFERENCES: 


1.  ENSURE VALUE TO COLUMBIA ASSOCIATION (CA) RESIDENTS 
Ensure CA residents receive value for their contribution to the Columbia Association by offering a broad range of state­ 
of­the­art facilities, with a wide array of quality programs and services, at rates that are significantly less than at 
comparable facilities in the area. 


4.  COMMIT TO ENVIRONMENTAL SUSTAINABILITY 
Commit to environmental sustainability by respecting the land; improving the ecological balance; encouraging recycling 
and the wise use of natural resources; and creating outdoor gathering spaces for its intrinsic beauty and tranquility.







5.  BUILD AN INFORMED AND CONNECTED COMMUNITY 
Build an informed and connected community by using effective communication tools and messages to educate residents 
and businesses about the activities of CA and the Board of Directors. Ensure that CA perpetuates the history, vision and 
spirit of Columbia, including the values and vision of James Rouse, CA’s Founder. 


ACTIONS/EVENTS SEQUENCE: 


1.  Gather data from key users and potential partners (GGP, villages, Howard County, hospital, school board, bike 
advocates, chamber of commerce, etc.) by use of focus groups, surveys and other means. 


2.  Draft concept of pathway enhancement plan. 
3.  Formulate partnerships and funding opportunities. 
4.  Evaluate potential alternative transportation modes, identify potential risks of mixed transit uses. 
5.  Develop and seek approval of pathway usage policy. 
6.  Assess and prioritize infrastructure improvements. 
7.  Community Education/Communications; promote pathway usage. 
8.  Develop metrics to identify successful efforts. 
9.  Develop timelines for implementation.








 
 


COMMITTEE RECOMMENDATIONS TO BOARD 
 
Date:  February 16, 2010 
 
To:  Columbia Association Board of Directors 
 
From:  Michael Cornell, Audit Committee Chair 
 
Subject: Amendment to Audit Committee Charter 
 
Issue:    In its January 25, 2010 meeting, committee members discussed modifying the length of terms to be 
served by community members of the Audit Committee. 
 
Discussion:   In 2008, two community members were appointed to the Audit Committee to ensure that 
“financial experts” consistently serve on the committee.  They were both appointed effective May 1, 2008, 
one member for a two year term and the other for a three year term.  Under this scenario, both terms will 
end on April 30, 2014 and every six years thereafter.  In order to avoid the possibility that both positions 
would have to be filled at the same time, the Audit Committee recommends amending the Audit Committee 
Charter to state that both community members will serve three year terms with terms of service starting in 
alternating years. 
 
Recommendation of Committee:    
 
By a vote of   __5__ For      __0__ Opposed     __0__ Abstain   
 


Has no recommendation.  
 
Recommends the following action be taken or motion be approved by the CA Board of Directors in 
regards to the issue described above.   
 


Approve the Audit Committee Charter as amended (copy attached). 
 
Justification for Recommendation:  With this change, the community members’ terms of service will not 
both end in the same year. 
 
Motion: The recommendation must be written in the form of a motion or resolution. 
 
 
 
 
 
 


x


 
The Audit Committee moves to recommend that the Board of Directors approve the Audit Committee 
Charter as amended. 


 
Additional Action recommended by committee in lieu of motion or in addition to motion:  none 
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Audit Committee Charter 
 


I. Purpose: 
 


The purpose of the Audit Committee is to assist the Board of Directors in fulfilling its 
oversight responsibilities for the financial reporting process, the system of internal 
control, and the audit process. 


 
II. Composition: 


 
The Audit Committee is to be comprised of at least three voting members as follows: 
 


• Financial experts:  Two committee members should be community 
members that meet the criteria of a “financial expert” as defined by the 
Sarbanes Oxley Act of 2002.  They should serve three year terms which 
begin in alternating years. 
• Board of Directors:  Three committee members will be 
independent, non-management members of Columbia Association’s Board 
of Directors.  It is strongly preferred that any Board member(s) with 
financial expertise serve on the Audit Committee.  In addition, at least one 
of the Board Committee members should remain consistent from year to 
year    
• The committee will be chaired by one of the Board members. 
• A majority of the Committee’s membership, with at least two of 
them being Board members, is required to be present at a meeting to 
constitute a quorum. 
• Each member shall have one vote.  A vote of the majority of the 
quorum present at a meeting shall be sufficient to constitute action upon a 
matter that properly comes before a meeting. 


 
III. Duties and Responsibilities: 


 
A. External Audit  
  


• Recommend to the Board the appointment and discharge of the 
external auditors.  Review and confirm the independence of the 
external auditors before finalizing the recommendation by 
obtaining statements from the auditors on relationships between 
the auditors and CA, including non-audit services. 


• Review external audit fees and engagement letters. 
• Review the external auditors’ proposed audit scope and approach, 


including coordination of audit effort with Internal Audit. 


Deleted: two and 


Deleted: , respectively
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• Review with management and the external auditors the results of 
the audit, including any difficulties encountered. 


• Review the annual financial statements and footnotes with the 
external auditors and management and consider whether they are 
complete and consistent with information known to the committee 
members and reflect appropriate accounting principles.  


• Review significant accounting and reporting issues, including 
complex or unusual transactions and highly judgmental areas, and 
recent professional and regulatory pronouncements, and 
understand their impact on the financial statements.   


• Review with the external auditors and management all matters 
required to be communicated to the committee under Generally 
Accepted Auditing Standards (i.e. management letter, internal 
control weaknesses, audit adjustments, any disagreements with 
management, etc.).  Resolve any disagreements between 
management and the external auditors. 


• Review the results of other external/investigative audits (i.e. report 
findings, recommendations, observations, etc.). 


• Ensure that the audit engagement partners are rotated every five 
years. 


 
B. Internal Audit 


 
• Obtain and review reports on significant internal audit findings and 


recommendations, together with management’s responses.  
• Review and recommend changes to the Internal Audit 


Department’s Mission Statement and Charter. 
• Review and approve the biannual Audit Plan.  
• Meet on a quarterly basis (or as considered necessary) with the 


Internal Audit Department and President.  All committee members 
are expected to attend each meeting in person or via 
teleconference. 


 
C. Internal Control and Other Responsibilities 
 


• Consider the effectiveness of the organization’s controls 
surrounding accounting, financial reporting, operations and 
information technology. 


• Understand the scope of internal and external auditors’ review of 
internal control over financial reporting. 


• Communicate the results of internal audits to the Board of 
Directors. 


• Regularly report to the Board of Directors about Audit Committee 
activities, issues, and related recommendations. 


• Provide an open avenue of communication between internal audit, 
the external auditors, and the Board of Directors. 


• Review and recommend for approval the annual IRS Form 990 
(Return of Organization Exempt From Income Tax) and IRS Form 
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990T (Exempt Organization Business Income Tax Return) before 
it is filed with the IRS. 


• Review and assess the adequacy of the Audit Committee Charter 
annually, requesting Board approval for proposed changes. 


• If necessary, meet separately with the Internal Audit Manager to 
discuss any matters that the committee or the Internal Audit 
Manager believes should be discussed privately. 


• Confirm annually that all responsibilities outlined in this charter 
have been carried out. 


• Review the Internal Audit Department’s compliance with the 
Institute of Internal Auditor’s International Standards for the 
Professional Practice of Internal Auditing. 


 
 IV. Closed Meetings 
 


In the event that the Audit Committee holds a meeting in closed session for one of the 
purposes enumerated in Section 11B-111(4) of the Maryland Homeowners 
Association Act (“HOA”), the Chairperson of the Committee shall report such closed 
session to the Chairperson of the Board in a writing that provides (a) the date of the 
closed meeting, (b) the approximate beginning and ending times of the meeting, (c) 
the record of the vote of each committee member by which the meeting was closed, 
(d) the specific section number of the HOA pursuant to which the meeting was closed 
(which may be one or more of HOA section 11B-111(4) (i) through (viii)), and (e) a 
brief statement as to why the meeting was closed. Such report must be provided to the 
Chairperson of the Board by 5:00 p.m. on the day preceding the next Board meeting 
following the committee meeting. 


 
 
______________________________________________________________________ 
Michael Cornell, Audit Committee Chair    Date 
 
 
______________________________________________________________________ 
Alex Hekimian, Audit Committee Vice Chair   Date 
 
 
______________________________________________________________________ 
Cynthia Coyle, Audit Committee Member    Date 
 
 
______________________________________________________________________ 
Paul Pechacek, Audit Committee Member    Date 
 
 
______________________________________________________________________ 
Andrew Zuber, Audit Committee Member    Date 
 
Reviewed by CA’s Audit Committee on January 25, 2010. 
Approved by CA’s Board of Directors on________________________. 





		COMMITTEE Recommendation Audit Committee Charter modification

		Audit Committee Charter January 2010 DRAFT






Board Request Tracking Log 
FY 10 


As of February 18, 2010 


1 


2 


3 


4 


5 


6 


A  B  C  D  E  F  G  K  L  M  N  O 


Number Originator Issue/Task Description 
Origination 


Date 
Assigned To 


(Department) Due Date Closed Date 


1 Alex Hekimian 


Please provide information re: 
cases referenced in the note in the 
FY 09 year‐end financial 
statements concerning legal fees 
in excess of budget. 6/15/2009 Legal 7/15/2009 6/17/2009 


2 Alex Hekimian 


Please provide a detailed 
explanation of the items that 
contribute to the increase in the 
2009 Accounts Receivable 
category on the Financials. 6/15/2009 


Administrative 
Services 7/15/2009 7/9/2009 


3 Alex Hekimian 


Please provide information 
including itemizing the projects 
included in the total amounts 
paid to Colcon, Payne 
Landscaping, Southwind Electric, 
VTAC General Contractors, 
March USA, Brinton Building 
Services, Direct Energy Business, 
and Environmental Maintenance. 6/15/2009 


Administrative 
Services 7/15/2009 7/9/2009 


4 Alex Hekimian 


Please provide a detailed 
explanation of the exact location 
and cause of the fire in the 
Columbia Gym and also the 
reason that the repairs were 
assigned to Open Space. 6/15/2009 


Administrative 
Services 7/15/2009 7/9/2009 


5 Alex Hekimian 
How many CA team members 
have a procurement card? 6/15/2009 


Administrative 
Services 7/15/2009 7/9/2009







Board Request Tracking Log 
FY 10 


As of February 18, 2010 


1 


A  B  C  D  E  F  G  K  L  M  N  O 


Number Originator Issue/Task Description 
Origination 


Date 
Assigned To 


(Department) Due Date Closed Date 


7 


8 


9 


10 
11 


12 


13 


14 
15 


6 Cynthia Coyle 


What Quality Improvement 
initiatives have been started since 
the contractors turned over the 
Quality Program to the CA Staff? 6/25/2009 Quality Program 7/25/2009 7/10/2009 


7 Cynthia Coyle 


How are initiatives being 
identified within the 
organization? 6/25/2009 Quality Program 7/25/2009 7/10/2009 


8 Cynthia Coyle 


How many process improvement 
teams have been established to 
review processes? 6/25/2009 Quality Program 7/25/2009 7/10/2009 


9 Cynthia Coyle 
What Process Improvement 
changes have been made? 6/25/2009 Quality Program 7/25/2009 7/10/2009 


10 Cynthia Coyle Are any projects completed? 6/25/2009 Quality Program 7/25/2009 7/10/2009 


11 Cynthia Coyle 


How are we measuring the 
success of the things that have 
been changed? 6/25/2009 Quality Program 7/25/2009 7/10/2009 


12 Cynthia Coyle 


How does the lifeguard or the 
clerk bring ideas forward to have 
them reviewed by the Quality 
Councils? 6/25/2009 Quality Program 7/25/2009 7/10/2009 


13 Cynthia Coyle 


When can we expect to see the 
dashboard indicators completed 
and ready for use? 6/25/2009 Quality Program 7/25/2009 7/10/2009 


14 Alex Hekimian CA’s Approved Bidders’ List 6/15/2009 Audit 7/15/2009 6/22/2009







Board Request Tracking Log 
FY 10 


As of February 18, 2010 


1 


A  B  C  D  E  F  G  K  L  M  N  O 


Number Originator Issue/Task Description 
Origination 


Date 
Assigned To 


(Department) Due Date Closed Date 


16 


17 


18 


19 


15 Alex Hekimian 


List of firms that have been 
awarded Departmental and 
Global blanket purchase orders 
and professional service contracts, 
the commencement and 
expiration dates of the purchase 
order, and maximum value of the 
purchase order. 6/15/2009 Audit 7/15/2009 6/22/2009 


16 Russell Swatek 


Requested a copy of Jackie 
Tuma’s memo to Rafia Siddiqui 
and Steve Sattler re: Internal 
Audit’s planned involvement with 
CSS. 6/22/2009 Audit 7/22/2009 6/23/2009 


17 Russell Swatek 


Please provide a list of vendors 
invited to bid on the Lake 
Elkhorn dredging project.  Please 
include the number of bids we 
received and the number of “no 
bids.” 7/9/2009 


Administrative 
Services 8/9/2009 7/23/2009 


18 Phil Kirsch 


Please prepare a response to an e‐ 
mail he received re breakdown of 
the $1,000,000 associated with 
the Board of Directors cost 
category in the 2010 budget. 7/2/2009 


Administrative 
Services 8/2/2009 7/20/2009
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20 


21 


22 


23 


24 


25 


19 Suzanne Waller 


Re: Maintenance in Sport & 
Fitness Facilities:  Are there 
maintenance people who are 
within each facility so they may 
respond in a timely manner to 
maintenance issues? 7/23/2009 Sport and Fitness 8/23/2009 7/24/2009 


20 Suzanne Waller 
If not, how is maintenance 
managed in each facility? 7/23/2009 Sport and Fitness 8/23/2009 7/24/2009 


21 Suzanne Waller 
Who is responsible in each facility 
for reporting maintenance issues? 7/23/2009 Sport and Fitness 8/23/2009 7/24/2009 


22 Suzanne Waller 


Do all staff in facilities know to 
report maintenance issues 
immediately to the manager or 
someone else? 7/23/2009 Sport and Fitness 8/23/2009 7/24/2009 


23 Suzanne Waller 


What is the turnaround time, for 
example, if a water fountain is out 
of commission?  A piece of fitness 
equipment is not working? 7/23/2009 Sport and Fitness 8/23/2009 7/24/2009 


24 Suzanne Waller 


Who reviews maintenance issues 
to see if work on them is 
complete? 7/23/2009 Sport and Fitness 8/23/2009 7/24/2009
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26 


27 


28 


25 Alex Hekimian 


School Age Services – For each of 
the past 5 fiscal years, provide the 
following tallies for each 
participating elementary and 
middle school: Number of 
registered students, stratified as 
resident or non‐resident enrolled 
in each morning program, 
afternoon program or both 
programs; waiting lists, if any; 
income and expenses (including 
the school’s share of CA’s 
allocated expenses) 7/28/2009 Community Services 8/28/2009 8/5/2009 


26 Alex Hekimian 


Teen Center:  For each of the past 
5 fiscal years, provide the 
following tallies: number of 
youngsters, stratified as resident 
or non‐resident and by grade in 
school, who registered for the 
Teen Center; the daily number of 
youngsters who use the Drop‐In 
Program; number of rentals, 
stratified as Columbia or Howard 
County based organization 7/28/2009 Community Services 8/28/2009 8/5/2009 


27 Alex Hekimian 


Camps:  For each of the past 5 
fiscal years, provide the number 
of youngsters, stratified as 
resident or non‐resident, 
registered for each camp program 
offered 7/28/2009 Community Services 8/28/2009 8/5/2009
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29 


30 


31 


32 


33 


28 Alex Hekimian 


Time Banking: For each of the 
past 5 fiscal years, provide the 
number of people, stratified as 
resident or non‐resident, 
registered for the program. 7/28/2009 Community Services 8/28/2009 8/5/2009 


29 Alex Hekimian 


Volunteer Center:  For each of 
the past 5 fiscal years, provide the 
number of people, stratified as 
resident or non‐resident, 
registered for the program. 7/28/2009 Community Services 8/28/2009 8/5/2009 


30 Alex Hekimian 


Art Center:  For each of the past 
5 fiscal years, provide the number 
of people, stratified as resident or 
non‐resident, registered for each 
class offered 7/28/2009 Community Services 8/28/2009 8/5/2009 


31 Alex Hekimian 


Sister Cities Program:  For each of 
the past 5 fiscal years, provide the 
number of people, stratified as 
resident or non‐resident, 
registered for each exchange 
program offered 7/28/2009 Community Services 8/28/2009 8/5/2009 


32 Alex Hekimian 


Please provide a copy of the 
Travel Policy; Retirement 
Party/Gift Guidelines; and Pre‐ 
Travel Expense Approval Form 8/10/2009 


Administrative 
Services 9/10/2009 8/19/2009
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34 


35 


36 


33 Alex Hekimian 


Procurement Card Information: 
Please provide the Procurement 
Card Card Holder Agreement; the 
Procurement Card Policy and 
Procedures; the Procurement 
Card Log; and the list of CA 
Procurement Card holders 8/10/2009 


Administrative 
Services 9/10/2009 8/19/2009 


34 Alex Hekimian 


Please provide information re: any 
potential impacts on CA property 
as a result of developing the site 
at MD 175 and Thunder Hill Rd 
for a Walgreens drug store. 
Please also indicate if there are 
any general concerns re: resulting 
traffic, lighting, noise, etc. 8/13/2009 


Open Space 
Management 9/13/2009 8/13/2009 


35 Cindy Coyle 


What CA benefits does the 
Howard County Education 
Association have since it owns 4 
condominiums in the Dorsey Hall 
Professional Park Association and 
pays the CA assessment? 8/17/2009 


Administrative 
Services / Legal 9/17/2009 8/24/2009
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37 


38 


39 
40 
41 
42 
43 
44 
45 
46 
47 


36 
Pearl Atkinson‐ 


Stewart 


Please send all of the proposed 
changes to the Governing 
documents to Doug Eadie.  Please 
request his comments detailing 
how these changes will affect the 
high‐impact governing that the 
CA Board previously adopted. 
Please have his response in 
writing. 8/31/2009 Sport and Fitness 9/30/2009 9/5/2009 


37 
Pearl Atkinson‐ 


Stewart 


Please ask CA's Parliamentarian 
to discuss the following: (1) 
Define as specifically as possible 
what should and what should not 
be included in "minimal minutes." 
(2) Does the Chairperson has the 
right not to accept a motion that 
has been made and seconded?  If 
so, under what circumstances is 
this appropriate? 11/3/2009 


Open Space 
Management 12/3/2009 11/12/2009 


38 Russell Swatek 
Is Howard County planning to 
hire a Watershed Manager? 12/22/09 President/CEO 1/22/2010 1/14/2010





