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PLEASE CHANGE YOUR NAME FOR THE MEETING

 Click on “Participants” on the bottom of your screen. The names of everyone attending the meeting will appear
on the right side of the screen.

 Hover cursor over your name

 Click on the “More” option

 Then type your name in the space provided – Pod followed by Name ( i.e. Pemberton Park – Jim Sadie)

THANK YOU FOR YOUR COOPERATION!

DEER CREEK HOMEOWNERS ASSOCIATION
EXECUTIVE DIRECTOR’S UPDATE
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CURRENT STAFF
Cierra Brooks Ray Zaied

OFFICE ISSUES
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VOICEMAIL
 No staff member knew how to access

 No one knew the password

 Voicemail was full – 48 messages – could no longer accept messages

 Last time it had been checked was November 7th, 2020.  (Almost 2 months)

SOLUTION

Office Opening Protocol now includes:
• Checking all 3 mailboxes daily
• Checking voicemail daily
• Follow up with callers and update call log

SECURITY REPORTS
 No compilation of records

 No follow up with homeowners protocols in place

 Difficult and costly footage review procedures

 Unnoticed camera outages
SOLUTION

Office Protocol now includes:
• Daily security report reviewed (designated person)
• Important items logged in
• Follow up with homeowners after incidents
• Centralizing all cameras and recorders for easy access
• All staff members will be taught to review footage
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SECURITY REPORTS

CALL/ ENCOUNTER LOGS
 No record of homeowner calls or issues

 No follow up protocols

 Delay of homeowner issues

 No documentation of homeowner complaints, concerns, or issues - multiple complaints but no record of such

 Led to physical altercation between homeowners

 Led to property damage between homeowners

 Led to delay in addressing concerns such as:

 Fallen fences

 Turnover to collections

 Sick homeowners

 Dead animals

SOLUTION

Office Protocol now includes:
• Call log kept by each employee w/ detailed notes
• Follow up with each homeowner mandatory
• No delay of homeowner issues
• Detailed documentation of all issues



2/23/2021

5

CALL/ ENCOUNTER LOGS

HOA DUES

 Due date is January 1st – they are
postmarked January 4th.

 Invoices have no set due date

 Arbitrary collections turnover

Homeowner Address
Montgomery, AL 36117

8925 Deer Creek Blvd.

NO ACTUAL DUE DATE ON INVOICE

SOLUTION

Office Protocol now includes:
• Updated invoices
• All collection issues go through office
• We check in with each homeowner before

approving turnover to collections
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UTILITIES

 No record of authorized personnel on accounts

 All utilities still in previous general manager’s name

 No access to statements

 No ability to insure the timely receipt of bills (esp. w/ mail delay)

 No ability to address outages in internet, phone, or electricity

 No ability to make necessary changes to accounts

 No ability to inquire about inconsistencies or inaccuracies

SOLUTION

Office Protocol now includes:
• Manual for utility updates as office staff changes
• Creating general  access account – not associated

with person’s name
• Online and paper access to statements

VENDORS

 No contracts on file for vendors

 No certificates of insurance/liability on file for vendors

 No protocols for insuring proper and timely response to HOA issues

 No follow up calls

 No status or progress updates

 No onsite check in with HOA office

 No protocols for relaying critical information to vendors

 No HOA policies or protocols implemented on HOA expectations

SOLUTION

Office Protocol now includes:
• Compiling all  vendor:

o Contracts
o Service Agreement
o Certificates of Insurance

• Call to check on set appointment
• Mandate check-in with office
• Notes per work order
• Requesting progress updates
• Compiling protocols for all vendors

18 vendors that Deer Creek does almost monthly business with and yet only a few have a file in the office.
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PROPERTY MANAGEMENT
 Lack of property upkeep by property management companies

 No protocols for Deer Creek homeowner- tenant transfer

 Multiple open transfers with no records of tenants

 Rental of properties without payment of HOA assessment ($185)

 Rental of properties without tenant registration with HOA

 Led to inability to contact anyone about 4-wheeler issue in Greythorne

 Led to use of Deer Creek mailing address by registered sex offendersSOLUTION

Office Protocol now includes:
• Requesting full lists of managed properties in community
• In-office registration of tenants
• Inactivation of amenities card until registered
• Creating tenant protocols and rules

22 property management companies
that the HOA deals with on a regular,
not including the homeowners that rent
privately.

MAIL
 No daily check of all 3 mailboxes – main mailbox was being checked once/week

 No protocol for mailing/ pick up of office correspondence
 Delay in submission of Alabama Department of Revenue tax information

 Resulting in penalty and fines

 Delay in  pick up of mail at post office

 Several notices found in office

 Mail shredded after 90 days because of lack of response

SOLUTION

Office Protocol now includes:
• Deadline items must be handled immediately
• Mail dropped off Monday/Wednesday/ Friday as needed
• Pick up notices – must be handled within 1 week maximum
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MAIL

Notices were in office.
We checked with post office.

They had been shredded.
90 days no response

EXPENSES/ BILLS
 Late fees on several bills in excess of $1500

 Quadient (over 8 times)

 Alabama Department of Revenue

 No price comparison for purchased items

 Fountain Water Filter

 Elkay - $113

 Home Depot - $51.89

 Sharpie Pens – Box of 12

 Office Depot - $8.89

 Wilson & Wilson - $20.04

 Calling vendors without assessing need for them:

 Heating issue – calling heating repair man – thermostat needs battery

 Locked closet – calling locksmith – key was in staff drawer

SOLUTION

Office Protocol now includes:
• Checklist for monthly bills with due dates
• Price comparison for all purchases
• Vendors called only after verify true issue
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SOLUTION

 Monthly bill checklist

 Compilation of all monthly bills

 Account name

 Account number

 Online access codes

 Due dates

 Check mark for each month as paid.

BUDGET REVIEW
STATEMENT OF ASSETS, LIABILITY – TAX BASIS

DECEMBER 31, 2020
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TOTAL CASH ASSETS

FIXED ASSETS
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LIABILITIES

EQUITY


