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COMMUNITY ANNUAL CYCLES

Four recurring cycles

® Owner Committee Management
BIENNIAL (2-YEAR) CYCLE

AGA ~> nominations > vote > ADREC approval > committee formation > CMP
handover > new term begins 15 December.

@® Auditing

ANNUAL, WITH HALF-YEAR REVIEW

Year close-out and audit report; monthly bank reconciliations; a mid-year
financial review.
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@® Service-Charge Budgeting

ANNUAL CYCLE (~16-MONTH LEAD)

Draft budget > tendering process - provisional budget > OC & BA review >

ADREC approval » invoicing.

® ADREC Surveys

TWICE A YEAR

Community surveys conducted in Q1 and Q3 each year.

CAG26-005 | 02



01 - COMMUNITY ANNUAL CYCLES

Owner Committee Management — 2-year cycle

Annual General Assembly (owners share desired changes)

Nominations

Vote

b
a
ADREC review / approve nominee list [ )
b
b

ADREC review / approve votes

Committee Formation ‘ ‘
CMC revises CMP to present to Owner Committee - - -
CMC & OC update the CMP (] (] ] (]

ADREC issues Committee Formation Certificate (start 15 Dec) .
OC handover: service charge budgeting

Close-out / operational transition

Final close-out — OC Chair sign-off

New term start date (15 Dec) . .

. Election & milestone . Operational Activities Owner Committee Transition Period

ADREC - Community Annual Cycles CAG26-005 | 03



02 - COMMUNITY ANNUAL CYCLES

Service-Charge Budgeting — annual cycle

Service-Charge Budget Cycle (full cycle)

CMC prepares draft service-charge budget
Service-provider tendering process

CMC reviews bids and negotiates

Provisional contracts with service providers

CMC submits provisional budget to OC for review

OC submits comments to BR

CMC submits BSP to BR for review

BR reviews, conducts meeting , endorses & submits to ADREC
ADREC reviews documents, gives feedback & approval
CM converts provisional contracts into effective contracts
CM shares approved budgets & audit reports with owners
Handover / takeover between service providers
Service-charge invoices issued

Owners pay January invoice by 15 Dec *

Service-provider contracts in effect — CMP execution

Budgeting Process . Provisional Contracts . Execution / contracts
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1-2 yr contracts

*QOwners can opt to pay Monthly, Quarterly or Annually, and always in advance (1, 4 or 12 months in advance.
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03-04 - COMMUNITY ANNUAL CYCLES

Auditing & ADREC Surveys — annual

CMC closes out year & submits documentation for auditing . . . .
Auditor prepares & submits Audit Report (CMC/OC/BA/ADREC) ) ) ) )

o pyepares monthlybankreconeiliation reports and shares ftwith (D
Auditor
Auditor prepares & submits half-year Audit Report (CMC/OC/BA/ADREC) () () () ()

ADREC Survey — Q1 (] (] (] (]
ADREC Survey — Q3 o o o o

Auditing activities: year-end close-out audit report, a mid-year financial audit, and continuous monthly bank reconciliations.

ADREC surveys are conducted twice a year, in Q1 and Q3, to capture community feedback.

. Auditing . ADREC survey
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