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PROCEDURES 

Note: Article 9 of the Association By-Laws, “Contracts, Checks, Drafts and Bank 

Accounts” specifies the requirements for all financial transactions and records 

storage and access.  

 

Accounts 

The Association breaks its accounting into two primary accounts, General and Water.  The 

General account reflects the operations of the common areas and the administration of the 

Association. All revenues and expenses of the community water system are maintained 

under the Water System accounts.  

Within the two accounts are the Capital Reserves. The capital reserves are assessed 

annually to ensure that ample funds are available for replacement of assets.  

 

Receipts  

Funds received for assessments and other fees are deposited to Association account. A 

copy of the check is maintained as source documentation and attached to the total deposit 

record. 

 

Disbursements 

Invoices for utilities and contractual charges can be paid without prior approval if they are 

reasonable and in accordance with contract terms.  All other expenditures should be 

submitted for disbursement and authorized by a Board member of the Association. Limits on 

approval levels are specified in Section 9.02 of the Association By-Laws. 

 

Billing 

The annual billing for the dues and water fees is sent on or about January 31 of each year, 

with a due date of March 31. This is in accordance with Section 8.01 of the Association By-

Laws. The billing is normally sent electronically, except for those lot owners who have 

requested Association information and billing via US Mail.  

Reminders are sent on or about March 15 for any outstanding fees, with a note regarding 

the property owner’s loss of voting privileges as outlined in Section 8.03 of the Association 

By-Laws.  

Outstanding fees that are 60 days or more past-due are managed in accordance with 

sections §55.1-1824 and §55.1-1833 of the Virginia Property Owners’ Association Act. 

 

Recording of Transactions 

All receipts and disbursements are entered into the Quicken database/reporting system. 

Bank Statements 

Bank account balances, per the Quicken database/reporting system, are reconciled to the 



monthly statements received from the financial institution(s). Any outstanding disbursements 

or deposits-in-transit are noted.   

Budget 

The Treasurer prepares the initial operating budget reports with recommendations for the 

ongoing revenue and expense categories based upon prior years’ activities and other 

information received from Association Board members.  In addition, a Cash Forecast is 

maintained for a period of at least 10 years, incorporating all components of the General and 

Water System financial activity, including the associated capital reserves.  

Reporting 

Financial Reports – Statement of Revenues & Expenses and Statement and Cash - for 

distribution to the Board of Directors, membership and other interested parties are 

developed via the Quicken database/reporting system. From those reports, the data is 

entered into the Financial Statement spreadsheet, an Excel based report. 

Dues & Water Master – Recorded on this report are the billing and receipts for all lots, for a 

single year. Any balances carried forward from prior years are included, with the calculation 

for the total balance receivable from each lot.  

 

Audit 

The Treasurer coordinates with the assigned members of the Audit Committee.  This entails 

providing requested reports and documentation, as well as being available to answer any 

questions that committee members may present. The Audit Committee’s makeup, 

responsibilities and annual due date of May 1 is established in Section 4.07 of the 

Association By-Laws.  

Records Storage 

All detailed financial records of the Association are stored by the Treasurer. They should be 

stored in an area that is secure and protected from the elements.  

 

COMPLIANCE 

 

Potomac Bay Estates Property Owners Association is governed by The Code of Virginia, 

Property Owners’ Association Act, Effective October 1, 2019, §55.1-1800-1836. All 

provisions of the Code supersede any and all sections of the By-Laws of the Association.  

These specific sections relate to matters that are the responsibility of the Treasurer: 

• §55.1-1824 Assessments; late fees 

• §55.1-1826 Annual budget; reserves for capital expenditures 

• §55.1-1800 Deposit of funds; fidelity bond 

• §55.1-1833 Lien for assessments 

 


