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BCMHO.ca Operational Requirements

Administration

-  BCMHO.ca documents, spreadsheets and presentations

- Preparation and circulation quarterly newsletters

- Preparation of AGM presentation

- Preparation and circulation of notice of AGM

- Host zoom meetings (BOD 12 times per year plus AGM)

- File management

- Financial: Coast Capital debit card, monthly statements, receipts for expenses

- Preparation of Financial statements for AGM

- Maintain financial spreadsheet; monthly reconciliation to bank statements

- Preparation of agendas for AGM meetings; circulate agenda prior to meeting

- Recording and preparation of AGM meeting minutes; publish on website after
meeting

- Preparation of agendas for BOD meetings; circulate agenda prior to meeting

- Recording and preparation of BOD meeting minutes; circulate after meeting

- Preparation of agendas for Association meetings; circulate agenda prior to meeting
Recording and preparation of Association meeting minutes; circulate prior to
subsequent meeting

- Prepare and file annual report within 30 days of AGM (bcregistry.ca/societies)

- Prepare and file notice of change of directors (bcregistry.ca/societies)

- File tax return for Non-Profit organization with CRA no later than 6 months after end
of fiscal year

Constant Contact:
- Newsletters
- Maintain Contact lists and email management
- Campaigns

Meetings
- RTB Operational Policy Stakeholders Group meetings (quarterly)
- BCREA (BC Real Estate Association Meetings) (quarterly)
- MHPOABC (Manufactured Home Park Owners Alliance of BC) (as needed)
-  BCMHO.ca BOD Meetings (monthly)
- BCMHO.ca yearly AGM
- Meetings with MHO Association (quarterly)

BCMHO.co representing Active Manufactured Home Owners Society
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Website Management:
- Edits
- Back up
- Account management

Webmail:

- Email submission answers
- Email file management

BCMHO.co representing Active Manufactured Home Owners Society



