	BEAVER LAKE ASSOCIATION

DOCUMENT CONTROL FORM

	Requester:  Rick Croasdale, Beaver Lake Board President


	Ctrl Number:
082
	Date:  8 Nov 05

	Document and Section Affected:
Handbook, Section VI, Miscellaneous

	Requested Change(s) (list paragraph, page, line, and change):

PPH B.  
Replace the Complaint form with the attached:


	Justification:  Why is this change needed?

All too often all we get is complaints and most of them, not through the Complaint form.
Complaints are emotional, negative, and counter productive.  A request, on the other hand, is positive and could be productive.  A member who presents a request, however, is trying to present his/her issue or complaint in a positive manner so it can be resolved, along with a solution.  If we ask for complaints, that’s what we’ll get so let’s ask for something positive and the member will be part of the solution, not part of the problem.



	Impacts:  If not approved, what are the consequences

None:  Will continue to get complaints


	Appropriate Committee:     Approve _X_Disapprove: __N/A:  Date:   

	Recommendations for the Board:


	Approval Status:     Approved: __X__  Disapproved: ____          Date:  15 Dec 2005

	Board Comments:
15 Dec 2005:  Approved at Board meeting.



B.  BEAVER LAKE ASSOCIATION REQUEST HANDLING

1.  Requests are issues or concerns that an Association member requests Board or office to take action on.  Unlike complaints, Requests are positive in nature and meant to improve our community or suggest corrections to issues between members or with the Association.  Requests usually include suggested solutions and must be submitted in writing on the following form to ensure prompt action by the Board/office and to avoid miscommunications.   

2.  Instructions:


a.  Only a member in good standing can file a Request Form.  Please print your name so a response can be returned.  If you so choose, your name will remain private so indicate your desires at the place indicated at the bottom of the form.  Unsigned or unnamed Request Forms will be discarded without action unless it concerns safety or if the request is deemed necessary by the Board.


b.  Please describe the Request.  It can be an incident, violation of BLA ordinances, concerns, suggestions for improvement, etc.  The description should contain enough information so the Association can understand your position and respond accordingly.  You may be queried for additional information so please include your phone number at the place indicated at the bottom of the form.  Avoid making a complaint.  These are usually emotional and usually not conducive to productivity.


c.  Suggested actions or solutions which you feel are appropriate will only aid in a prompt resolution of the Request.  If you don’t know of any, say so but indicate what action, if any, you want taken to satisfy the issue. 


d.  If applicable, please include the information on the member or person if a Request concerns action needed against him/her.   All Requests in which this information is applicable will remain private according to Beaver Lake procedures.

e.  Please enter your name and other information as indicated so we can file the Request and work with you for its resolution.  Sign the form at the place indicated.
Beaver Lake Association Request Form
1.  I, the undersigned, submit the following Request to the Beaver Lake Association:

Printed name:___________________________________________________Date: ______________

2.  Description of the Request: __________________________________________________________

     ________________________________________________________________________________

     ________________________________________________________________________________
     ________________________________________________________________________________
3.  Suggested action or solution: _______________________________________________________
     ________________________________________________________________________________
     ________________________________________________________________________________
     ________________________________________________________________________________
4.  Property/Lot Owner XE “lot owner”  against whom the Request is lodged (Fill in information below as applicable).

     Name_______________________________________________________________​​​​​​____________

     Address_________________________________________________________________________
     Lot Number_____________________________________________________________________
     Vehicle XE “vehicle”  Description_______________________________________________________________
     License Number__________________________________________________________________
     Location_________________________________________________________________________
5.  Printed Name, address and phone number of the person making issuing the Request.  Fill in the appropriate information.  Do you wish this to remain PRIVATE:  (yes/no)__________________

      Signed___________________________________________________________________________
     Address__________________________________________________________________________
     Phone Number_________________________Lot Number ________________________________
6.  When completed, please submit the form to the Beaver Lake office for processing.  Contact the office at 235-2241 if don’t hear from us within 10 working days.

