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The Stewardship Operating Calendar
One lap around the board year: what happens when, who acts, and what residents see

E V E R Y  L A P

Every board meeting
Notice of date, time, place and subjects: posted and emailed at least
144 hours before a regular meeting (72 for a special one), or mailed
10 to 60 days ahead. Plain-language minutes follow.

Every month
Management reports purchases up to $1,000 and officer-approved
purchases of $1,001–$5,000.

Every award over $5,000
Three bids, a complete bid file, and a resident summary within 10
business days.

Every emergency
Up to $10,000 to stop the harm, ratified by the full board at the next
meeting.

 START: the term begins January 1  ·  P  Quarterly pit stop: audit sample and deferral-risk re-check

Assumes a calendar fiscal year. Months shift wherever the governing documents or master association set different dates.

J A N U A R Y  ·  Q 1

Seat the board
Directors seated January 1; officers elected in an open meeting

Adopt this calendar; renew the officer delegation resolution
($1,001–$5,000)

Every director signs an annual conflict disclosure

Q4 pit-stop audit from the prior year reported

F E B R U A R Y  ·  Q 1

Engage the auditor
Select the independent CPA (audit or review of last year) in an
open meeting

Build the contract register: every contract, term and end date; flag
three-year re-bids

Orientation: governing documents, budget, contracts, reserve
study

M A R C H  ·  Q 1

Spring walk
Common-area inspection: trees, irrigation, paving, trip hazards

Write landscaping-season scopes, one scope for every bidder

Q1 closes March 31: pit stop

A P R I L  ·  Q 2

Q1 pit-stop report
Q1 purchasing audit sample reported in an open
meeting

Re-check deferral risk on unfunded projects; a Deadly
shift triggers an off-cycle decision

M AY  ·  Q 2

Report to owners
CPA results and the annual purchasing report
published: every contract over $5,000, bids, change
orders, budget vs. actual

Pre-summer safety walk: pool barriers, gates, lighting

J U N E  ·  Q 2

Mid-year check
Mid-year budget vs. actual review

Issue requests for proposals for contracts ending
December 31 (formal bid process over $50,000)

Q2 closes June 30: pit stop

J U LY  ·  Q 3

Set the rules before scoring
Q2 purchasing audit reported

Confirm matrix weights, available funds and reserve priorities in an
open meeting, before any project is scored

A U G U S T  ·  Q 3

Open the submission window
Directors, committees, manager and residents submit projects with
evidence and bids

Bids due on expiring contracts; references, licenses and insurance
verified

S E P T E M B E R  ·  Q 3

Score and listen
At least three raters score independently, then calibrate

Draft ranking and draft budget shared for resident comment (open
meeting or survey)

Q3 closes September 30: pit stop

O C T O B E R  ·  Q 4

Adopt the budget
Budget and ranked project list adopted in an open
meeting with owner notice

Campanas budget to the master association for
approval, where governing documents require

Q3 purchasing audit reported

N O V E M B E R  ·  Q 4

Elect and award
Board election, on the association's published schedule

Award next-year contracts at the right approval level

Bid summaries posted within 10 business days of each
award

D E C E M B E R  ·  Q 4

Close the lap
New contracts signed; two signatures on payments
over $5,000

Year-end handoff binder for incoming directors

Q4 closes December 31: pit stop

Open meeting + owner notice Full board vote Master association Owner vote Published to residents Audit / pit stop Board or manager work

DRAFT. These are just my thoughts as a candidate. They must be reconciled with the bylaws, rules and regulations of the board. — Mindy. Notice rules and open-meeting items (budgets and amendments, assessment increases, special assessments, borrowing, new capital improvements, filling board vacancies and electing officers): Texas Property Code §209.0051, codes.findlaw.com/tx/property-code/prop-
sect-209-0051/. Dollar levels follow the proposed Purchasing Authority Matrix; bid, audit and scoring steps follow The Stewardship Purchasing Process and the Capital Project Prioritization Matrix. A candidate's proposal, not association policy or legal advice. mindyforcampanas.com 

Mindy Flinn


