TANYARD SPRINGS HOMEOWNERS ASSOCIJATION, INC.
PROCUREMENT AND USE OF ASSOCIATION CREDIT CARD
ADMINISTRATIVE RESOLUTION NO. 2017-1

(Establishing procedures for the expenditure of Association funds
by the President of the Board and Management using an Association Credit Card).

[Unless otherwise noted herein, all capitalized terms shall have the same meaning as set forth in
the Articles of Incorporation, Declaration of Covenants, Conditions, and Restrictions, Bylaws,
and Rules and Regulations (“Governing Documents”) for Tanyard Springs Homeowners
Association, Inc. (the “Association” or “HOA”).]

WHEREAS, Article 7, Section 7.1 of the Bylaws of the Association grants the Board of
Directors (hereinafter “the Board™) the power to exercise for the Association all powers, duties and
authority vested in or delegated to this Association and not reserved to the membership by other
provisions of the Governing Documents; and

WHEREAS, Article 13, Section 13.1(b) and (e) of the Declaration of the Association provides,
in part, that the Board shall employ for the HOA a professional management agent or manager
(“Management™) to perform such duties and services as the Board shall from time to time authorize in
writing, including, but not limited to, providing for the operation, upkeep, and maintenance of the HOA
Common Area and providing such other services, including legal and accounting services, for the HOA as
may be consistent with law and the provisions of the Governing Documents; and

WHEREAS, the Board deems it to be in the best interest of the Association and Owners
to obtain a credit use to be issued in the name of the Association to help with the management
and operation of the Association and to establish a procedure for the use of an Association credit

card.

NOW, THEREFORE, BE IT RESOLVED THAT the Board hereby adopts the
following procedures for procuring and using of an Association credit card.

L PROCUREMENT OF CREDIT CARD

1. The Association shall obtain and utilize a credit card for the arrangement and
payment of authorized community expenses whereby a deposit is necessary, to accelerate and
streamline the process of obtaining materials, when a purchase is desired from a non-registered
vendor (such as a vendor on the internet) or the total amount of the expense cannot be
predetermined to facilitate a check request. The Association General Manager shall research and
propose to the Board applications for a credit card to be issued in the name of the Association
with a credit limit of no more than Five Thousand and No/100 Dollars (85,000.00).

2. Any credit card issued in the name of the Association shall include the General
Manager and the Portfolio Manager as an authorized user. The only authorized individuals able
to make use of the Association's credit card shall be the General Manager, the Portfolio Manager



and the President of the Board.

3 Each year, immediately following the Annual Meeting of the Association, the
credit card agreement shall be changed by the Board and a new card shall be reissued in the
name of the President of the Board.

4. The address of the corporate office of the Management Agent shall be used for the
issuance of the Association credit card and all statements shall be mailed to that office, with a
copy sent to the General Manager for reconciliation.

5. All charges noted on the invoice shall be compared to the receipts submitted. The
General Manager and Board President will be contacted for further validation regarding any
charge for which there is no receipt in order to process a payment.

II. USE OF CREDIT CARD

1. The credit card shall remain in a lock box in the on-site management office when
not in use.

2. The credit card shall be used only:

a. In situations where payment cannot be made using petty cash or a check
issued by the Association;

b. For one instance relating to the operation, care, upkeep and maintenance of
the common elements;

c. Upon specific authorization of each item purchased by the Board.

3. Al credit card statements shall be mailed to the corporate office of the Managing
Agent for thorough review and reconciliation prior to payment. The Treasurer shall, with the
General Manager, review the credit card usage, including a review of all credit card statements,
no less than once per month.

4. A full report of action taken by the President in accordance with this Resolution
shall be presented at the first meeting of the Board of Directors after the action was taken. The
report shall include a description of the circumstances as well as action taken, including copies of

all receipts.

5. The credit card shall not be used, in any circumstance, for personal expenses,
including, but not limited to, the purchase of personal property, payment of any bills or debts
personal to any co-owner, director, or officer, or for the purchase of gasoline.



6. At the end of the term of the employment of the General Manager and/or the
Portfolio Manager, the credit card(s) will be returned and the account will be updated
accordingly.

7. Any lost or stolen cards shall be reported to the General Manager immediately,
and the General Manager shall immediately notify the issuing credit card company of the loss.

INDIVIDUALS AUTHORIZED TQ USE ASSOCIATION CREDIT CARDS

The individuals listed below are hereby authorized and directed to borrow, in the name and on
behalf of the Association, from the holder of the credit card (Visa), an amount not to exceed
$5,000.00 for such period of time and upon such terms as they may deem advisable and to
execute any and all documents necessary to consummate a credit card line of credit.

Card Holder(s) name and Position

POSITION INDIVIDUAL LIMIT
@cmagg) \__Share Entire Limit

Portfolio Manager Share Entire Limit

President of the Board Share Entire Limit



TANYARD SPRINGS HOMEOWNERS ASSOCIATION, INC.
ADMINISTRATIVE RESOLUTION NO. 2017-1
RESOLUTION ACTION SHEET

PROCUREMENT AND USE OF ASSOCIATION CREDIT CARD
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Credit Card Request Checklist

Association Name:?/?yﬁ/’// ;/?///79; //ﬂﬁ
Contact Name and Number: /_[Zm/// ﬂf/yﬁ'/zjd / 4{/&) 260-%9/S

Please include this checklist as a cover page for all credit card requests.
PLEASE DO NOT SEND AN INCOMPLETE CREDIT CARD REQUEST.

With respect to requests for credit cards, the following must be submitted for each request.

O

OO O

Completed Credit Card Application (Please include each card holder’s social
security number and date of birth. The information is for security purposes only.
A credit report will not be pulled for the card holder.)

Most current YTD and previous year-end financial statement (balance sheet and income
statement)

Articles of Incorporation or articles of formation

Borrowing Resolution (basically a signed statement by the Board President & Secretary
saying that the named person(s) are authorized to arrange a credit card line to facilitate
association transactions)

Please note:

The request will not be submitted until we receive all the information above.
PLEASE DO NOT SEND AN INCOMPLETE CREDIT CARD REQUEST.
Include the credit limit for each card holder on the application.

No guarantor is required.

The minimum amount for a credit card is $1,000.00.

Any request over $10,000.00 will require 6 months of financial statements.
Preferably the president & treasurer should be on this account.

Please send completed request to Bertha Valdez at bvaldez@ppbi.com or

fax to 972-701-1155.



., Associa

Subject: Client Credit Card Reimbursement Processing Date Issued: April 1, 2015
Issued by: Client Shared Services Center {CSSC)

Prior Policy Date: New {CS5C) CSSC Policy #:

Statement of Policy

Client Credit Card Disbursement Processing

Overview:

This policy has been created and implemented to provide a standard for processing client credit card
reimbursements as implemented and processed by the CSSC.

Policy:

Associa does not want association credit cards to be in the name of any of our employees or in their
possession. This puts our employees in a position for possible misuse or personal use of an association’s
funds. Exceptions are only permissible in situations where the employee has to have a credit card in
order to perform their job and only upon approval by the Branch President. When credit cards are
opened on behalf of a client account for purchases to be made for the benefit of the association; the
requirements below are required for any disbursement made to a credit card and/or house account in
the name of an Associa managed association.

Issuance of a Client Credit Card:

* Al credit cards / house accounts opened on behalf of an Associa managed Association requires
authorization from the Board of Directors via association meeting minutes.

* Branch President approval must be retained with signed disclosure form in employee’s HR file.

» Credit cards / house accounts are to be opened in the name of the Association or Association
and Board Members only. At no time should an Associa employee be listed as the owner of a
credit card and/or house account as well as maintain possession of the card. In the event an
Association is adamant about the fact that an Associa employee has access to a credit card, the
“Credit Card Disclosures With Employee Acknowledgement” form must be completed by the
employee. The acknowledgement is the employee’s testament that the credit card is to be used
only in the direct benefit of the client {association} and not for personal use.



Credit Card
Disclosures.doc

Requirements for Disbursement:

Client credit card / house accounts must be appropriately set up in C3 and Strongroom with the
vendor type “Credit Card”. This cading will ultimately ensure the disbursement request is
routed to the appropriate level of approval.

Credit Card Disbursement from Employee: Disbursement requests that are submitted by an
Associa employee for client credit cards / house accounts must have at a minimum a completed
check request form, credit card / invoice statement and itemized receipts. Iltemized receipts are
defined as having the amount, vendor, date and description of the items or services purchased.
Credit Card Disbursements from Association (Board Member): Disbursement requests that are
submitted by an Associa employee for client credit cards / house accounts must have at a
minimum a completed check request form, credit card / invoice statement and itemized
receipts. In the event a Board Member refuses to provide itemized receipts the check request
form completed by the Community Manager should state “Board Member {name) will not
provide itemized receipts and directed the branch to pay by statement only”. The CAM should
educate the board the reasons why having itemized receipts benefit and protect them. It allows
a detail of what was purchased in the accounting system of record. When a new board member
joins the board they have access to details of what was purchased so there is no guestion as to
the legitimacy of the purchase for association business.

Approval:

All credit card / house account {vendor type Credit Card) are required to go through the
executive approval process in Strongroom.

Executive approvers should be diligent in reviewing transactions and itemized receipts to ensure
all purchases made are legitimate and on behalf of the association.



CREDIT CARD DISCLOSURES WITH
EMPLOYEE ACKNOWLEDGMENT

Employee Name: Tamru Demsash

Employee Title: General Manager

Branch: CMC-954
Cards Issued: Tanyard Springs HOA Visa (examples: Exxon Gas Card,
(no numbers!) Holly HOA Visa)

The company or Association will issue company credit cards to certain employees for use in their
jobs. There is always risk involved that a card user might use the card for personal purposes.
This acknowledgement is to set expectations for both the employee and company or Association
for the user. By signing below, Employee agrees that all work related credit cards issued to
Employee are for use in the course and scope of Employee’s duties in the position described
above. Employee will treat the issued credit cards with the utmost care and consideration while
in Employee’s possession and shall not use any credit cards issued to Employee for unrelated
personal expenses.

When an Association issues a credit card to an employee it must be noted in the board meeting
minutes who it was approved by on the board, who it was issued to and what the purpose of using
it is for. Iemized Receipts for all purchases must accompany the statement in order for accounts
payable to process the payment. Itemized receipts show the line item that describes the products
or services purchased. This allows detailed records to be available to the company or the
Association to review the detail for all purchases.

Further, Employee understands and agrees to the following;

T understand the issued credit cards are not my property;

I'will use the issued credit cards only for purposes related to my employment;

I'understand that if T have a gas card issued to me it is included in this policy;

I understand that if I have an Association credit card issued to me it is included in this

policy;

5. I will care for the credit cards assigned to me and not leave them in unsecured
locations;

6. No personal expenses are permissible on the card, if it is used for personal expenses it
could be cause for dismissal.

7. I will not allow another individual to use my issued credit cards;

8. I will report the loss or theft of credit cards, or any unauthorized charges immediately;

9. T'agree to return the issued credit cards before my last day of employment, or upon
request by my employer, as well as inform my employer of any pin numbers or
authorizations;

10 I will not obtain cash advances from any business credit card.

11. I understand that if I do have unauthorized charges on my credit cards upon termination

that I am responsible for the repayment of all unauthorized charges.

bl e




Pacific Premier Bank
VISA® Business Credit Card Application

PLEASE CHOOSE ONE: umnmmmscm 1O Standard Card
Rewarts Oplion. $49 Annual Fee per Aocount  No Annwal Fee

IMPORTANT INFORMATION ABCUT PROCEDURES FOR OPENING AN ACCOUNT: To help the government fight the funding of terrorism and money leundering activities, Federal
law requiras a!l hanckal institutions to cbtam, verily. and record information that identifies each person who opens an account.

WHAT THIS MEANS FOR YOU. wnenyouopenan account, we will ask for your name, eddress, date of birth, and other information that will aliow us to idertify you. We may also ask to
soe your driver’s license of other Identifylng documants.

MARRIED Wi RESIDENTS: If you aro ananng for an individual account or a joink account with someone other than your spouse, and vour spouss also Hives In Wisconsin, combina your
finencial Informaton with your spouse’s financlal information. You understand that we may be required to notify your spouse of this account Marmied Wisconsin residents must Tumish their
{tha applicant’s) name and social securly numba: as well as the name and acdress of thait spouse o TIBThe Indepem!ent Bankers-Bank at P.O. Box 560120, Dallas, TX 75356-9120.

BUSINESS NAME (BORROWER) Tanyaxd spnngs HOA BUSINESS ADDRESS 6920 Harl_lage cmsdl‘g

CiTY Glen Bumie STATE MD ZIP CODE 21080
BUSINESE PHONE 410-360-4018 TAX 1D# 28-4776023

OWNERSHIP {CHECK ONE) 0 Sale Proprietorship Q Partnership Q Privale Comporation 3 Public Corporation @ Non Profit

Type of goods of services provided Homeowners Assoviation Number of Cands Requested: 1 Number of Accounts Secuested: 1

If proprietorship, pertnersiip or privele comporation, have any of the principals ever filed for bankuptcy? OlYes ® No Numbet of years current \nanagement has operated business:
‘When would you preter i recelve your monthly stetement? {Check onej QWeek 1 UiWeekZ WAWeek3 O Woek4 DIWeek5

IMPORTANTI THE FCLLOWING INFORMATION MUST ACCOMPANY APPLICATION:
CLIMENT YEAR EFD FANCIAL STATEN'NTS INCLLIDING EALANCE 5 ZET AND INCOME STGEMENT IF APPLICANT 15 & CORPORATION, ICUXE CORPORATE RESOLUTION AND ARTICLES OF INCORPORATION. IF APPLICANT 15 A PARTNERSHS, INCLLIDE PRITNESSHIP ACTEEMENT.

Applicant Information (Copy 1o make additions pages if heoded)

NAME Tameu Damsash TME General Manager

CREDIT LBAIT REQUESTED 5,000 DATE OF BIRTH 12-31-1077 SOCIAL SECURTY NUMBER 247-45-0932

ADDRESS 7335 Sumimit Rock Road M Eikridge STATE \p ZF 24075

ilGNATURE

RHE — TE

CREDIT UMIT REQUESTED DATE DF BIRTH SOCIAL SECURITY NUMBER

ADDRESS [} x] STATE ar

gWURE

TPNE TILE

CREDIT LMIT REQUESTED DATE OF BIFTH SOCIAL SECURITY NUMBER

ADDRESS CITY STATE ZIP

gIGNATURE

LOAN APPLICATION CERTIRCATION: Branything that have stated in this applicstion i5 cotract ko the best of m&mm whether or not it is approved guthorired
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Please grint, sign, and fax this compieted application {page 1) along with any required supperting documentation to: 872.650.7054.
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VISA® Business Credit Card Application

STANDARD CARD PREFERRED POINTS CARD

Interest Rates and Interest Chargesc

£

Annual Percentage Rate (APR) 14.24%

I This APR will vary with the market based on the Prime Rate®
APR for Balance Transfers 14.24%
and Cash Advances This APR will vary with the market based on the Prime Rate®

19.24% - This APR will vary with the market based on the Prime Rate.
Penalty APR and When This APR may be applied if you allow your Account to become 80 days past due.

It Applies How Long WIIl the Penalty Apply? If your APR Is increased for the reason stated above, the
Penalty APR wilt appiy untll you make three consecutive minimum payments when due.

Your due date Is at least 25 days after the close of each billing cycle. We will not charge

How to Avold Paying Interest you any interest on purchases if you pay your entire halance by the due date each month.

e LU CRIL To iearn more about factors to consider when applying for or using a credit card, visit the webslite

the Consumer Financlal .
Protection Bureau of the Consumer Financial Protection Bureau at http://www.consumerfinance.gov/credit-cards /

Annual Fee None $48 per Account

Transaction Fees:

Balance Transfer and
Cash Advance

Intemational Transaction

Either $10 or 3% of the amount of each balance transfer or each cash advance,
whichever is greater,

2% of each transaction In U.S. dollars.

Penalty Feoes:
Late Payment $25
Returned Payment $25
Other Fees:
Pay-by-Fhone Up to $10 for agent assisted payments.

How We WIll Caiculate Your Balance: We use a method called *average daily balance {Inciuding new purchases).” See your account agreement for more detalls.

Prime Rate: After the Introductory rate, the APR wili vary based on changes In the Index, the Prime Rate (the base rate on corporate loans posted by at least
70% of the ten largest U.S. banks) published in the Wall Street Joumal. The Index will be adjusted on the 25th day of each month or the business day preceding the
25th day If that day falls on a weekend or a nhollday recognized by the Board of Governors of the Federal Reserve System, Changes in the Index will take effect
Geginning with the frst billing cycle in the month Totlowing & change in the Index. Increases or decreases In the Index will cause the APR and periodic rate io fluctuate,
resulting In increased or decreased Interest Charges on the Account. As of December 24, 2012, the Index was 3.25%.

8 we sad 10.99% to the Prime Rate to determine the APR for Purchases, Baiance Transfers. and Cash Advances. The Account will never have an APR over 21%.

© we add 15.99% to the Prime Rate to determine the Penalty APR. The Account will never have an APR over 21%.

If at least one box at the top of the application is not chacked, of, if too many boxes are inadvertently checked, you will be deemed to have selected the Standard
Card with the Individual kiliing option.

The Isstier and administrator of the gredit card program Is TIB-The Independent BankersBank.

The information about the cost of the Card described in this table Is accurate as of january 1, 2013.
This irformation may change after that dete. To find out what may have changed, call us at 800-367-75786
or write TiB-The indepencent BankersBank, P.0. Box 5669120, Dallas, Texas 75356-9120.

Please print and save this page for your records.
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Board of Directors Resolution

“lantard Stunss HoR

HOA Name

Resolved, that the individuals listed below are hereby authorized and directed to borrow, in the name
and on behalf of the Association, from First Associations Bank and/or its third party vendor TIB - The
Independent BankersBank (aka TIB), an amount not to be in excess of $ (0 , for
such period of time and upon such terms as they may deem advisable and to execute any and all
documents necessary to consummate a credit card line of credit.

Card holder(s) name and position:

{?_'MLZ_@?@_SQGA__, .é‘ﬂdm&%m.‘l&@ or Eéare entire limit

Name Position Individual limit
. -$ or 1 share entire limit

Name Position Individual limit
, -$ or {1 share entire limit

Name Position Individual limit
, -$ or [] share entire limit

Name Positicn Individual limit

The undersigned Secretary and President certifies that they are the duly elected board members of this
Association, and that the above is a true and correct copy of the resolution that was duly adopted at a
meeting of the Board of Directors, which was held in accordance with State law and the Bylaws of the
Association.

Dated: 0%~ //’aZD/? [\

AN

T —— ‘ . a §
Secretary Print name

Print name




