Sub: Draft Document prepared by Committee on “ Procedure for conduction AOA Business”

Dear Members,


As you are aware that a committee was constituted for preparation of document on “Procedure for conduction AOA Business” in GBM held on 30.11.2008.

The committee feel it pleasure to inform you that  ‘Draft Procedure for conduction AOA Business, has been prepared considering the following inputs:

(i) Suggestion from members

(ii) Suggestion from Executive Committee members

(iii)  Procedure being adopted by Executive Committee for conduction of its business

(iv)  Registered bye-laws of AOA, KV-II

(v)  Decisions taken in previous GBM

The document consist of following topics:

(i) Meeting related issues

(ii) Maintenance of  AOA Web-Site

(iii) Renting out of shops at KV-II, Noida

(iv) Subscription related issues

(v) Award of works

(vi) Issues related to service providers in KV-II

(vii) Election related issues:

(viii) Maintenance of various documents / registers / records

(ix) Miscellaneous
The above draft document is also available to web-site (noidakv2.org) of AOA. All members of AOA is requested to send their valuable suggestion / observations on the same to AOA, office, KV-II addressed to Chairman, Committee for Procedure for conduction AOA Business. latest  by 25th July 2009. Since the document contains total 16 pages, it will be displayed in phases on Notice Board for convenience of members.

With regards,

(V. K. MIshra)

Member Secretary

1.  Meetings related issues
 (A)    Regular  Routine Meeting  (as per bye-laws No. 50)

(i) Notice: The notice will be issued by Secretary (as per bye-law 64(i)). The notice for regular routine meeting shall contain Date, time & venue along with agenda of the meeting. The ‘Action Taken Report (ATR)’ / Approved minutes of previous meeting of previous meeting shall be  the part of above notice. The meeting notice will be served  to all members of Executive Committee (EC) at least seven days before (as per bye-law 52) of the scheduled meeting. In case the premises of member is found locked, the concerned member would be informed about such meeting. Further, the notice of the meeting shall also be sent to members by E-mail. 

(ii) Quorum for the meeting: The quorum for the meeting shall be 2/3 of Executive Committee strength (as per bye-laws 55). In case, if there is no quorum, the meeting will be conducted in accordance to the provision laid at  bye laws 55. In absence of quorum, i.e.  2/3 of total strength of EC, EC will not take any major decisions as mentioned at bye-laws no. 51.

  (iii) Attendance sheet would be circulated for signature of members present in the meeting.

(iv) If a member is late in joining the meeting, without prior information to President or Secretary, by more than half an hour from the schedule time of meeting and meeting is underway, the member will seek permission from Chair for joining the meeting in between. The decision of Chair shall be final in this regard.

(v) The minutes of meeting will be prepared by Secretary (as per bye-law 64). The minutes would include the decisions, action points with name of Department / member responsible for its implementation. The suggestions made by Treasurer as Financial Adviser under bye-laws 66 shall be recorded in the minutes accordingly. The draft minutes so prepared will be circulated among the members of Executive Committee within 15 days from the meeting held. The observations / comments (item wise), if any, shall be sent in writing by the member to the Secretary within 7 days from receipt of the draft minutes. If no observations / comments received from members within the stipulated time period, it would be presumed that there is no observations / comments from the member.  The observations / comments so received from the members will be discussed in the next meeting and minutes will be approved after amendment, if any. The copy of minutes so approved would be displayed on notice boards in KV-II and also be made available to web site.
       (B)  Emergency meeting of Executive Committee :

(i) The notice of such meeting to consider single point agenda indicating / justifying the reasons for urgency of such meeting as decided by President/Secretary would be served to the all members within reasonable time. Members shall be informed over telephone, if notice circulation is not possible due to the urgency / paucity of time.  The conduction of such meeting will be in accordance to bye-law 55.

 (ii)   The attendance sheet would be circulated for signature of the members present.

(iii) The minutes will be prepared by Secretary during the meeting and will be signed by members present before meeting is over. The minutes so approved will be displayed on the notice board within two days from date of such meeting and also be made available to AOA web site.
(C) General Body Meeting / Extra Ordinary General Body meeting: 
(i) The meeting will be conducted as per provision mentioned at bye-laws. No. 27 to 39.
(ii) The General Body Meeting (GBM) preferably should be called during 2nd Quarter of each financial year. (refer bye-laws No. 29)
(iii) The list of participants in GBM shall be part of official copy of minutes of meeting. However, the number of members participated in GBM  shall be indicated in the minutes of GBM. (refer bye-laws No. 31). The participants in GBM (members or their authorized representative) may be issued identification badge.
(iv)The criteria of being an ‘Authorized Representative’ (refer bye-laws 34) would be same as for ‘Proxy’ as mentioned at bye laws 14. The name of an ‘Authorized Representative’ should be sent to President at least two days in advance of GBM. The name of ‘Authorized Representative’ may also be displayed on the notice board as done for  ‘Proxy’.

(v) The following shall be included in the agenda for General Body Meeting (refer bye-laws 35):
(a) Action Taken Report (ATR) for confirmed minutes of previous GBM   i.e. in year 2009 GBM, ATR for confirmed minutes of GBM held in the year 2007.

(b) Action Taken Report (ATR) for last  GBM minutes i.e. in year 2009 GBM, ATR for GBM held in the year 2008 for which minutes are yet to be confirmed by GBM

These above points shall be part of Annual report to be presented by EC before GBM. The serial number of agenda of GBM should be the same as the serial number of GBM to be held i.e. if GBM now held is fifth, the agenda serial number should be indicated as 5.0, 5.1, 5.2 and so on.
(vi) The annual budget prepared by EC for GBM shall include the following: 

(a) the actual receipt of revenue during the financial year against estimate as indicated in last GBM

(b)   the actual expenditure head-wise against the allocation during the financial year as indicated in last GBM
(c)   the estimated revenue receipt and allocation of funds head-wise for the current financial year

(d)   the unaudited head-wise figure of revenue receipt and payment upto the previous month when the GBM is held.
 (vii) The term and references of the committee constituted in GBM should be clearly defined while constituting the committee. For example, the submission of reports / recommendation by such committee directly to GBM for consideration  or through EC.  

2    Maintenance of  AOA Web-Site
AOA, KV-II has created its own web-site (noidakv2.org) to keep its members especially  for those who are not residing at KV-II, Noida informed regularly about AOA ongoing activities, decisions, latest developments etc.  The following information should be made available  at web-site invariably:

(a) General Notices

(b) Meeting Notice EC including Emergency meeting / General Body Meeting (GBM) / Extra Ordinary GBM etc.

(c) Minutes of meeting of EC including Emergency meeting / General Body Meeting (GBM) / Extra Ordinary GBM etc
(d) Financial Status / Report (monthly) viz. Receipt & Payment, Income & Expenditure 
(e) Notice related to renting out of shops at KV-II, Noida

(f) Other important issues / decisions taken by EC / information, circulars etc.
(g) Tender for procurement of stores / rendering of services / security works etc.

(h) Agreement / contract signed by President, AOA
The regular updation of web-site should be done fortnightly. However, updation  shall be done as and when required.

3 Renting out of shops at KV-II, Noida

(i)The shops shall be rented out for a minimum period of three years and maximum period of five years at one stretch.

(ii)The reserve price of the shop(s) and term conditions shall be decided by Executive Committee, before auction. The basis for arriving at the reserve price shall be recorded in the minutes of EC. 
(iii)The term and conditions for renting out of shops, as finalized by EC will include the following:

“The vacant possession of shop shall be given on the date as mentioned in the  agreement. Otherwise, the rent for beyond expiry date shall be applicable as given below:”
ii. For first two months : double the agreed rent.

iii. For next four months: four times the agreed month

iv. Beyond six month:  market rent as decided by EC
(iv)The process of renting out of shop shall be initiated well in advance preferably three months before expiry of contract period of allotted shop. The renting out process, in any case, must be completed 15 days before expiry of contract period of allotted shop.

(iv) A separate committee comprising not less than three members shall be constituted to conduct   auction process of shops. The committee so constituted shall include Secretary, AOA and other non-EC members. The tenure of non-EC member shall be for one year from the date of constitution of committee. The applications for auction of shops as received by EC shall be scrutinized and verified by Secretary. The committee would be submitting its recommendation to EC in this regard.
(v) The disputes, if any, in regard to agreement of shops shall be referred to the above committee. 
4.      Subscription related issues: (refer bye-laws (8) to (11) and 19 (1) & (2))
(i) The rate of monthly subscription (whether revised or not) shall be notified by EC by      31st March of every year  applicable for the period from 1st April  of current year to 31st  March of following year. These rates shall be displayed on the notice board of AOA and also be pasted at AOA web-site by the specified date. The monthly subscription shall be devised in such a way that it includes the maintenance charges and membership fee of AOA, as a token, as decided by EC from time to time (refer bye-law no. 8)
(ii) Executive Committee (EC) will specify the ‘Special Subscription’ required for ‘Specific Purpose’ and it shall be different from monthly subscription. (refer bye-law no. 11). EC shall identify the ‘Specific Purpose’ & the estimated amount for the same and put the same before GBM for approval..

 (iii) As per this bye law, EC may charge, as one time payment from owner keeping a tenant in his dwelling unit. The amount of such charge shall be notified alongwith notification of monthly subscription as stated above (refer bye-law no. 19 (2))
(iv) The subscription by member of AOA towards maintenance of KV-II campus i.e. common areas and services shall be deposited on monthly basis. The subscription more than one month can also be deposited and rebate on the same can be availed, if any as decided by EC from time to time (refer bye-law no. 9) . The tenant on behalf of owner may also deposit the subscription directly to AOA office, KV-II, Noida. The owner of dwelling unit, however, shall be in any case be responsible for payment of subscription. 
(v) The monthly subscription should be deposited  on of before 15th of every month. If the 15th of the month happens to be a holiday the subscription can be deposited on next working day.
(vi) The penalty on account of late receipt of  subscription shall be imposed by EC . The late payment charges so applicable shall be decided by EC from time to time.
(vii) If a members fails to deposit the subscription charge for more than three months continuously , a notice shall be served to the member in this regard to the address as available with AOA office and  a copy of such  notice shall  also be delivered to member dwelling unit.
(viii)  In case if the member fails to pay the subscription after serving the notice mentioned at 6(iv) above, two reminders may be sent to member at the interval of one month. The reminder shall be served to the member in this regard to the address as available with AOA office and  a copy of such reminder shall  also be delivered to member dwelling unit. The copy of second reminder will also be pasted on the front door of dwelling unit of concerned member. The second reminder in this regard shall be sent by registered post / speed post.
(ix) In case the subscription is not received from member even after two reminders served to member, appropriate action shall be initiated as decided by EC from time to time in this regard.
(x) However, the services provided by of the AOA to the member could be withdrawn and membership suspended in case the monthly subscription is due for last six months and more. The services will be restored only after payment of dues alongwith late fee as decided by AOA from time to time (refer bye-law no. 9). EC  In no case, the late fee will be waived off. However, if a proposal for waive off of late fee is brought to EC by Secretary as a special case, same is to be passed by 2/3 of total strength of EC with valid reasons.

(xi) A list of members not paying subscription more than three months continuously shall be displayed at  KV-II Notice Boards each month.

 (xii) If a member is removed from membership of AOA due to any reason as indicated at bye-law no. 21, then for such member, the membership could be restored  on payment of outstanding dues if any alongwith penalties as imposed by EC from time to time (refer bye-law no. 26).  There will be a fee for re-storation of membership and same shall be paid by the concerned member as indicated  below:

(a) restoration within six months – Rs.500/-

(b) after six months and within a year – Rs.1000/-

(c) beyond one year – Rs.2000/- for every year and part thereof.
The period will be counted from the date of removal of a member from AOA membership.
5. Award of works 
(i) Executive Committee, in general, shall constitute departments to look after the works / activities / services in KV-II. These departments are allocated / assigned to specific duties 
(ii) The departments so constituted shall not have less than five members. Two members  shall be from EC and one of them will be designated as Departmental In-Charge  and other members shall be non-EC members of  AOA . 
(iii)  Each department requires material / equipments  and other items to maintain / operate system smoothly and effectively.

(iv) The department shall prepare the list of works /material / equipments required for maintenance /service. Further, the department will identify the material /equipments to be purchased. The proposal for more than Rs.1000/- will be prepared and sent to purchase committee.
(v)  In case, the work and procurement of material / equipment is needed urgently and delay is inevitable, the concerned Department in-Charge in consultation with President / Secretary, shall submit the proposal to purchase committee. The action shall be initiated by purchase committee. 
(vi) The financial power for works and procurement shall be as prescribed below:
	Nature of work / procurement
	Sanctioning Authority
	Limit

(in Rs.)
	Funds
	Remarks

	Emergent /

urgent
	President

Secretary

Purchase committee
	5000/-

5000/-

5001-20,000/-
	Availability of funds
	Ex-post facto sanction of EC shall be obtained.

	Routine
	Depertmental In-charge
	1000/-
	Availability of funds
	Not more than Rs.5000/- in a month.

	
	Purchase committee
	10001/-100,000/-
	Within allocation of budget
	

	
	Executive committee
	100,001-500,000/-
	Within allocation of budget
	

	
	GBM
	No limit
	
	


(vii) The Purchase Committee will be constituted by EC for works and procurement. The purchase committee shall preferably comprise of following members:

(a) Vice-President – 1 no.
(b) Joint Secretary – 1 no.

(c) Departmental-in-charge ( of concerned department)

(d) Non-EC member – 2 nos.
(viii) The purchase committee to the best of their wisdom shall devise the procedure so that the work / procurement is done to the best of quality and cost effective. The financial sanction shall be obtained from the respective authority as prescribed above after the processing the quotation / tenders etc.

(ix) A copy of procurement of material / equipment shall be provided to Treasurer, Departmental Committee  In Charge and Secretary by Purchase Committee. 

6.
Issues related to service providers in KV-II

(i) The service provider shall perform  its duty as per proviso made under the contract.

(ii) The bill shall be submitted to Departmental Committee  by the service provider within the stipulated time period as mentioned in the contract.

(iii)  The bill so submitted shall be checked and verified by  concerned department within 7 working days.
(iv)  The verified bill shall be sent by departmental in-charge to Secretary for payment. Relevant entries shall be made in stock / work register by Departmental in-charge. The bill  so submitted by service provider shall be processed and paid in any  case within 7  working days from the receipt from department
(v) The payment shall be released within five working days after submission the same to Treasurer. The relevant entries in respect of payments made by treasurer shall be made in stock / work register.
(vi) The bill pertaining to essential services like electricity and water shall be paid within due date.

7. Election related issues:
(i)The President shall notify the date of holding election to elect members of the Executive Committee and appoint Returning Officer (RO) on the advice of EC at least one month in advance to expiry of term of EC.
(ii)The voter list shall be notified simultaneously by Secretary.

(iii)After notification of election for EC members, no major decisions as indicated at bye laws 51 shall be taken by EC.

(iv)The strength of EC shall be either 32 members in accordance to bye-laws 40 and first election held in July 2005 (the proportionate representation is 70 dwelling units is to one representative) or 23 members (17+6 reserved for phase V) in accordance with 2nd election held in September 2007 (the proportionate representation is worked out 100 dwelling units to one representative).

(v)The Returning Officer (RO) will notify the election schedule for holding election to elect members of the Executive Committee shall be issued by at least 21 days in advance.

(vi)The election process should complete 7 days before the completion of term of EC. 
(vii)The bye-laws is silent over the issues regarding voting procedures by member. The first and second election to elect EC members was held by casting vote by each member to the contestants irrespective of type of dwelling units. The committee feels that the same procedure for casting the vote by member may continue as adopted for first and second elections.

(viii) A General Body Meeting will be convened  exclusively to elect members of Executive Body, AOA and no other business will be taken up during that meeting. (refer bye-law no. 16).
(ix)The ineligibility of member for being elected as a member of Executive Committee shall be decided as per bye-laws No. 42.

(x)The term of office of the elected member shall be reckoned from the date of taking over the charge by designate President from outgoing President (refer bye-law no. 45). As per this bye-law, tenure of newly formed EC shall be for two years and by definition 3(n) of bye-laws year means financial year. Further, the charge taking over shall be in proper format with date and signed by both designate President & outgoing President / Vice President. The format will also indicate the tenure of elected Executive Committee. 

(xi)The effective date of resignation of President shall be taken as the date on which the Executive Committee accepts the resignation (refer bye-law no. 48)’
(xii)The Executive Committee shall fill up the vacancy caused by its member (refer bye-law no. 54) by nominating member(s) from the list of contestants arranged in descending order of number of votes polled who had not been elected to present Executive Committee. The vacancy shall be filled up positively within 15 days from the date of its occurrence from the member of same type of dwelling unit. If such candidates are not available, the Secretary, AOA shall recommend names to EC from same type of dwelling unit for its consideration. The consent of such candidates, in both case as mentioned above, will be obtained before his/her name is considered. At any point of time, if the number of members nominated to EC equals to or more than one-third of total strength of EC, nominated members will have voting right like other EC members. 
(xiii)The revised list of EC on account of induction of new member(s) due to occurrence of vacancy shall be displayed on the notice board and a copy of the same will be sent to Registrar of Society.

(xiv)The period of extended term with date shall be notified by EC (refer bye-law no. 57).The  notification of election for members of EC shall also be notified simultaneously and displayed on the notice board. 
(xv)The list of eligible ‘Proxy’  to vote in electing the members of Executive committee  (refer bye-law no. 14). shall be displayed on the notice board by Secretary two days before of date of election by AOA The format for ‘Proxy’ is enclosed at Annex - . Proxy may be provided with identification badge.
8. Maintenance of various documents / registers / records

(i)AOA, KV-II will maintain a list of its members, The list will be updated from time to time on account of transfer, buy/sell, of dwelling unit, death, etc.. The list of members of association will be displayed on the notice board by 10th of   April of every year and also be pasted at association web-site simultaneously (refer bye-law no. 4).
(ii) The  modified / amended rules for regulation for sale/transfer of a dwelling unit as modified by CGEWHO from time to time should  be available with AOA. for member reference (refer bye-laws no.7)
(iii)The monthly ‘Receipt & Payment’ statement for previous month will be displayed on 

  the notice board by 15th of every month in a Standard   format as devised.
(iv) The terms and reference of the sub-committee(s) to be constituted by EC under bye-law no. 58 shall be outlined alongwith the rights of the so constituted sub-committee(s).
(v) A copy of the following must be kept / maintained by EC for reference:

1. Chartered Accountant Act, 1949

2. Central Government Employees Welfare Housing Organisation  rule

3. Society Registration Act, 1860 
(vi) The details of agreement / contract executed by President on behalf of AOA shall be recorded and maintained in a register.
(vii) The EC shall maintain the record of Property ( Asset & Funds) of AOA, KV-II as covered in bye-law no.67. Further, a register containing  Investment and Income shall be maintained by EC.

(viii) The Secretary and Treasurer shall jointly certify and sign cash  book, receipt book, vouchers file, ledger, monthly register, stock register etc. as covered under bye-law no. 68 at the end of each financial year  preferably by 15th of  April every year. 
(ix)The list of documents / records kept for 5/10 years as mentioned at bye-laws no.69 shall be prepared. The above listed documents / records shall be  maintained by EC.
(x)The files / folders being maintained by EC shall be listed in a register with opening and closing date.

(xi)There should be a register of registers being maintained by EC.

9. Miscellaneous: 

(i) A member of Executive Body shall be nominated by EC to provide following documents to  member(s) of AOA as and when asked for: (refer bye-law no. 15)
a) Monthly ‘Receipt & Payment’ statement
b) Monthly ‘Income & Expenditure’ statement

c) Minutes of EC meeting
However, if member desires, in writing, a copy of above document(s), it will be on payment basis as decided by EC.
(ii) It shall be the duty of the members to abide by the bye-laws and honour the Constitution of the Association (refer bye-law no. 21). If it is noticed / brought to the knowledge to EC that a member has violated bye-law(s), notice shall be served upon him/her in this regard indicating fine imposed also on the member on this account. The committee recommends a fine of Rs.1000/- in such case which can be revised from time to time. Further, when a member is removed from the membership of AOA on the ground mentioned at bye-laws 21, his/her membership will be restored on paying some fix amount as decided by EC from time to time  The amount as decided by EC for repair / restoration of damages to the property of Association  caused /done by member shall be paid by the member  before restoration of the membership.

(iii)The complaint against ‘Padadhikari’ as defined in bye-laws 3(j) viz. President, Vice-President, Secretary, Joint Secretaries, Treasurer and other members of EC by a member of EC in writing shall be addressed to President, AOA (refer bye-law No. 60). The written complaint should be supported by at least 1/5 members of total EC strength. In any case, one week time shall be given to affected member for his/her explanation./ clarification against such complaint before taking further action as per provision made at bye-laws 60. The committee opined that in case of complaint against member holding post of President, Vice-President, Secretary, Treasurer, Joint Secretaries, it is important to get support of 2/3 members of  total strength of EC to continue in the same post.
In case, if the complaint is made by member(s) of AOA other than EC against any EC member, such  complaint  in writing addressed to President, AOA should be supported by at least 50 members of AOA for the consideration by EC. 
(iv)The record of tenure of Vice-President as President under bye-laws 63 shall be maintained.
(v) The decisions taken by EC from time to time / GBM shall be recorded in a register alongwith action taken for ready reference and same will be maintained by Secretary, AOA  (refer bye-laws No. 64).
(vi)The details of cheques viz. cheque no., amount, issued to, date, purpose and signatory name other than treasurer etc. issued by AOA shall be maintained in a register named as cheque issue register.
(vii) The details of letters to be dispatched shall be maintained in register named as Despatch Register.

(viii) The record of expenditure of Rs.5000/- by President as mentioned at bye-law no. 62 shall be maintained alongwith reasons for such expenditure.

(ix) The record of expenditure of Rs.5000/- by Secretary as mentioned in bye-laws 64 shall be maintained alongwith reasons of such expenditure.

(x) The record of tenure with name of Joint Secretary as Secretary as mentioned bye-laws 65 shall be maintained.

(xi) As per bye-laws 66(c), the receipts for subscription and other income are to be issued by treasurer. If the implementation of this bye-law is not feasible then EC may authorize any person(s) engaged by EC for issuing of receipts .

(xii) The appointment of Auditor under bye-law 70 shall be made preferably by 1st  week of January (during last qtr. of financial year) so that the auditor can submit the audited report for financial year ending 31st March latest by end of 1st qtr. of following financial year. 
(xiii) The repair work of any defect as mentioned at bye-laws 78 shall be done by affected member(s) and cost of such repair as mutually agreed shall be borne by affected members. In case, there is no consensus arrived among affected members about correction of defects, EC will do the repair work and cost of such repair would have to be borne by affected members in proportionate or as decided by EC.

(xiv) In case of encroachment / erection of structure as mentioned at bye-laws 80, EC will send a notice to concerned member/resident for immediate removal of such encroachment / erection of structure and also would charge Rs.2000/- as penalty for such activities. If the concerned member/resident fail to remove such encroachment / erection of structure within 7 days of issue of notice, EC will remove the same and the cost incurred for removal of the same as decided by EC have to be paid by concerned member/resident alongwith penalty as mentioned above.
(xv) The circular/notice issued from time to time by President/Secretary/Departmental In-charge will be displayed on the notice board within 2 days from the date of its issue and would also be available to web-site. The notice/circular requires immediate attention of residents of KV-II will be displayed immediately on notice boards and also brought to notice to residents through public address system. 
(xvi)Executive committee would meet members on third Sunday of each month (refer minutes of GBM held on 26th November 2006).
(xvii) Internal Audit committee may be formed in each GBM (refer minutes of GBM held on 26th November 2006).
(xviii)Defaulter of AOA on any count may not be made a member of any committee.
(xix)Executive Committee must ensure that members not residing at KV-II campus should not hold the post of President, Vice-President, Secretary, Treasurer, Joint Secretaries as well as  departmental in-charge.

(xx)Ban functions on roof and common areas (refer minutes of GBM held on 26th November 2006). 

(xxi)All commercial activities what so ever be stopped and three notices be given to the allotters. After that the matter may be informed to the CGEWHO, UPPCL and Noida Authority to do the needful. 
(xxii)The complains regarding services provided by AOA as received by President / Secretary should be referred to concerned Department in-charge for earliest redressal. The complains other than deficiencies in  services may be handled by President / Secretary and as far  practicable  a written reply may be sent.

(xxiii)Executive Committee should try its best to solve the problems amicably otherwise a meeting of resident members may be called to resolve the issue to avoid any legal action in this regard and thus saving hard earned money of members. 
(xxiv)The document on ‘Procedure to conduct Business of  AOA” may be reviewed after every two years.
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