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WELCOME AND KEY REFERENCE MATERIAL

Welcome to the Landmark Mews Community Association, Board of Directors (BOD)!  The
following information is intended to provide you with a quick overview of the roles and
responsibilities of a new Board member.  Feel free to reach out to any BOD members to clarify
anything you may still have questions or provide you with insight into historical actions or
decisions previously made by prior Boards.

Some Key Reference Materials

● Landmark Mews Community Association webpage (www.landmarkmews.com) – Residents
Only pages contain a variety of current and historical information, including (but not limited
to):

o Key Documents/Reports

o Governing Documents, including the Restated and Amended By-Laws and the
Declaration of Covenants, Conditions and Restrictions

o Architectural Standards

o Residents Directory
● The VA Property Owners Association Act (Note:  Our Attorney, Rees Broome, has historically

provided printed spiral-bound books with this, as well as the Virginia Condominium Act,
Virginia Nonstock Corporation Act, and Common Interest Communities, annually)
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HOA GOVERNANCE OVERVIEW

See Article X of the Restated and Amended By-Laws for full details on meetings of the Board of
Directors or Committees.

Board of Directors

See Article VI of the Restated and Amended By-Laws for full details on the Board of Directors.

The HOA Governing Documents provide that there will be 7 Board members.  Each Board
member must be a homeowner (not a renter) and is elected to a 3-year term.  Elections occur
on a rolling basis, with either 2 or 3 seats up for re-election each year (this helps ensure
continuity of leadership and awareness of recent Board history).

HOA Officers

See Article VII of the Restated and Amended By-Laws for full details on Officers of the
Association.

There are 4 officers (President, Vice-President, Treasurer, Secretary), elected annually.  The
President and Vice-President roles must be filled by Board members, but the Treasurer and
Secretary roles may be filled by non-Board members. Additionally, the offices of President,
Vice-President and/or Secretary may not be held by the same person; however, the
Vice-President or Secretary may also hold the office of Treasurer.

Covenants Committee

See Article IX of the Restated and Amended By-Laws for full details on the Covenants
committee.

The Covenants Committee is the only standing committee required by the Governing
Documents.  The Committee is comprised of a minimum of 3 members, who are selected to
serve 2-year terms.  The Committee chair is approved by the Board annually during the first
Board meeting held after the Annual Membership Meeting.

Its responsibilities include setting architectural standards for the community, obtaining
compliance with them, and enforcing other covenants. The Committee approves or
disapproves homeowner requests to make changes to the exterior of their homes -- subject to
override by a two-thirds vote of the Board.  The Committee can initiate legal action to enforce
compliance with community rules.  Unlike ad hoc committees, it has independent authority.
Because the interface between homeowners and the Covenants Committee has potential for
legal controversy, the Board needs to ensure that the Committee conducts business completely
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in conformance with the Governing Documents.

Ad Hoc Committees

See Article VIII of the Restated and Amended By-Laws for full details on Elections and other
Ad-Hoc committees.

As mentioned above, with the exception of the Covenants Committee, all other committees are
ad hoc.

An Elections Committee is created annually to manage the solicitation of new Board member
nominations, the distribution and collection of voting ballots, and the tabulation of voting
results during the Annual Membership meeting.

Other committees may be created as determined necessary by the Board.
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RESPONSIBILITIES OF A BOARD MEMBER

The following is a summary list of the responsibilities of all Board members.  Members who also
hold office in the HOA will have additional responsibilities as outlined in the Governing
Documents.

● Familiarity with Landmark Mews Community Association governing documents and
adherence to all Community rules, regulations, and policies

● Attendance at all regularly scheduled Board meetings unless otherwise excused by the
President (Note:  Per the By-Laws, unexcused absence from three consecutive regularly
scheduled BOD meetings is considered a resignation)

● Timely review of and response to email communications sent to each Director’s official
BOD email address (Note:  The current Secretary should provide all new Board members
login information for their official email account no later than January 1 of the first year
of their term, or upon the commencement of their Board membership if specially
appointed to fill a vacant seat)

● Attendance at all community sponsored events, such as National Night Out and Meeting
the Candidate, is strongly encouraged

● Attendance at scheduled Board training, such as annual legal review briefings with Rees
Broome (LMCA counsel), is strongly encouraged

● Demonstrate respect and civility during any interactions with other Board members
and/or Community members

Community members should be able to comfortably reach out to any Board member to express
concerns, request clarification, or make recommendations about the Community, Board
meeting agenda topics or decisions.
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KEY DATES AND MEETINGS

Regular Board meetings are held on a monthly basis – currently they are held on the Third
Wednesday of each month, unless otherwise specified. The annual schedule of meetings is
finalized by the incoming Board prior to January and published to the community on the
Landmark Mews website and in the Mews News.  Board meetings are open to all homeowners
and residents, and all are encouraged to attend and participate.  An agenda for each meeting is
published in advance.

Special/Ad Hoc Board meetings are held as determined necessary.  The date, location, and
agenda for these meetings are published to Board members, homeowners, and residents not
less than three days prior to the planned date.

The Annual Homeowners meeting is held in October each year.  Notice of the Annual Meeting
must be provided to homeowners no later than 30 days prior to the scheduled date.

The Annual Nominating period begins no later than 45 days before the scheduled Annual
Meeting, with a call for nominations (typically August). Petition for candidacy must be filed no
later than 30 days prior to the Annual Meeting (typically mid-September).
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APPENDIX A - MODEL CODE OF ETHICS FOR COMMUNITY ASSOCIATION BOARD
MEMBERS

The Model Code of Ethics for Community Association Board Members were developed to
encourage the thoughtful consideration of ethical standards for community leaders. The model
code is not meant to address every potential ethical dilemma but is offered as a basic
framework that can be modified and adopted by our common interest in the community.

Board members SHOULD:
● Strive at all times to serve the best interests of the Association as a whole regardless of

their personal interests.
● Use sound judgment to make the best possible business decisions for the Association,

taking into consideration all available information, circumstances, and resources.
● Act within the boundaries of their authority as defined by law and the governing

documents of the association.
● Provide opportunities for residents to comment on decisions facing the Association.
● Perform their duties without bias for or against any individual or group of owners or

non-owner residents.
● Disclose personal or professional relationships with any company or individual who has

or is seeking to have a business relationship with the Association.
● Conduct open, fair, and well-publicized elections.
● Always speak with one voice, supporting all duly adopted Board decisions—even if the

Board member was in the minority regarding actions that may not have obtained
unanimous consent.

Board members SHOULD NOT:
● Reveal confidential information provided by contractors or share information with those

bidding for Association contracts unless specifically authorized by the Board.
● Make unauthorized promises to a contractor or bidder.
● Advocate or support any action or activity that violates a law or regulatory requirement.
● Use their positions or decision-making authority for personal gain or to seek advantage

over another owner or non-owner resident.
● Spend unauthorized Association funds for their own personal use or benefit.
● Accept any gifts—directly or indirectly—from owners, residents, contractors, or

suppliers.
● Misrepresent known facts in any issue involving Association business.
● Divulge personal information about any Association owner, resident or employee that

was obtained in the performance of board duties.
● Make personal attacks on colleagues, staff, or residents.
● Harass, threaten, or attempt through any means to control or instill fear in any Board

member, owner, resident, employee, or contractor.
● Reveal to any owner, resident or other third party the discussions, decisions and

comments made at any meeting of the Board properly closed or held in executive
session.
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APPENDIX B – ROBERT’S RULES OF ORDER FOR MEETINGS

Based on Robert's Rules of Order Newly Revised (10th Edition)

Part of any meeting should be a systematic plan for the orderly conduct of business.

● The sequence in which business is taken up during a meeting is known as the "Order of
Business."

● The Order of Business is a blueprint for the meeting and typically has the following
components:

Opening the Meeting
The presiding officer should never call the meeting to order until a quorum is present.  A
quorum is the number of members entitled to vote who must be present in order for
business to be legally transacted.  Quorum is typically defined in the governing documents.
Once a quorum is present, the presiding officer calls the meeting to order by stating, "The
meeting will come to order."

Approval of Minutes
In meetings when minutes are to be approved, the minutes are typically distributed to all
members so that they do not have to be read aloud. Corrections and approval are normally
done by unanimous consent.  That is, the presiding officer can ask, "Is there any objection to
approving the minutes as read [or distributed]." If there is no objection, the minutes are
approved.

Reports of Officers, Boards, and Standing Committees
The first substantive item of business in meetings is typically hearing from the officers and
established boards and committees.  The logic in this order of arrangement is to give priority
to the items of business from the leadership.  Typically, the presiding officer learns in
advance who needs to report and only calls on those officers, boards, and committees that
have reports.  Reports are generally for information only. In such instances, no motion is
necessary following the reports unless there are recommendations to be implemented.  A
motion "to adopt" or "to accept" a report is seldom wise except when the report is to be
issued or published in the name of the organization. On the other hand, it is common that
the reporting member end by making a motion if there is a specific recommendation for
action.

Reports of Special Committees
Unlike standing committees established in the governing documents, special committees do
not have continual existence. Instead, special committees exist solely for the purpose of a
specific project.  For example, a special committee might be created to plan a specific
function or event.  Special committees typically go out of existence upon their final report.
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Unfinished Business
Unfinished business refers to matters carried over from a previous meeting.  This category of
business is sometime incorrectly referred to as "old business."  "Old business" is a misnomer
in that unfinished business is not simply items that have been discussed previously.  Instead,
unfinished business items typically fall into one of several specific categories. For
organizations that meet at least four times a year, unfinished business may include: (1) any
matter that was pending when the previous meeting adjourned; (2) any matters on the
previous meeting's agenda that were not reached; or (3) matters that were postponed to
the present meeting.

The presiding officer should know if there are any items to be considered under unfinished
business. As a result, the presiding officer should not ask, "Is there any unfinished
business?"  Instead, the presiding officer should simply state the question on the first item
of business.  If there is no unfinished business, the presiding officer should skip this category
of business.

New Business
Much of the work in a meeting is accomplished during the heading of new business.  In this
category of business, members can introduce any new item of for consideration (unless
there are notice requirements that must be considered). In some instances, the presiding
officer may be unaware of what items of business will arise under new business.  The
presiding officer introduces the heading of new business by asking, "Is there any new
business?"  Any member can then introduce new items of business by making a motion and
obtaining a second.  Following the consideration of each item, the chair repeatedly asks, "Is
there any further new business?"  This process continues until there are no additional
business items.

Closing the Meeting
In most assemblies the presiding officer can adjourn the meeting without waiting for a
motion to adjourn.  If all items of business have been considered, the presiding officer can
ask, "Is there any further business?"  If there is no response, the presiding officer simply
states, "Since there is no further business, the meeting is adjourned."

If custom or tradition requires that a motion to adjourn be made, the presiding officer can
ask, "Is there a motion to adjourn?" Once the motion is made and seconded, the presiding
officer can ask, "Is there any objection to adjourning the meeting? Hearing no objection,
the meeting is adjourned."
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APPENDIX C – CURRENT (2021) ELECTED BOARD MEMBERS

Board Member End of Current Term
Willie Spivey (President) December 2022
Carl Halvorson (Vice-President) (interim term) October 2021
Kimberly Beach (Treasurer) December 2022
Dan Aminoff December 2021
Jennifer Nevius (interim term) October 2021
Bob Uhl (interim term) October 2021
Andrea (Andi) Lyons Schmiedebusch (interim term) October 2021

APPENDIX D – CURRENT (2021) ELECTED OFFICERS, CHAIR, and HIRES

Board Officers / Committee Chairs Position
Maria Santos Secretary
Vacant (Acting, Carl Halvorson) Property Manager
Loren Sciurba Covenants Committee Chair
Vacant Social Committee Chair
Steven Rochon Elections Committee Chair
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