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Communication & Technology Committee 
Meeting Minutes 

10/06/2016 
 
 

Attending:  Board Members; Dan K., Kevin N., Dennis R., Mark S.,  
 Landowners; Donna A. Claudette D., Leo K., Wendy R., Andrea S. 
 
Meeting called to order at 7:05 by Mark S. 
 
Topics of discussion: 
 
1)  Improving tracking and responses to email document requests and complaints to 
the GLA info account 
 Mark S has created scripts that can transfer emails to a spreadsheet.  However 
those scripts rely on a C&T member designating which ones should be transferred to 
the spreadsheet using the star in Gmail.  A C&T committee member will be put in 
charge of tracking those emails.  That monitor will determine which board member or 
committee should respond and monitor the issue to insure that a the response is 
delivered.  A consensus was reached that an email reply was needed by the person 
overseeing the response as the process gets started describing the status of the 
response and indicating who is in charge of the response. 
 Columns in the spreadsheet will include a completed indication as well as current 
status. 
 A summary of inputs and responses will be delivered to the board at each 
monthly meeting. 
 Should research into records require time from the administrative assistant, that 
time will be estimated and the requester will be notified of the costs associated with their 
request. 
 It was suggested that a form letter be developed that indicates who is in charge 
of answering the request.  (Mark S. to do) 
 The tracking spreadsheet will include multiple sheets, with individual sheets 
devoted to each particular committee, as well as sheets for general requests and 
complaints. 
 
2)  How to learn about new owners and being sure that they were notified as to the 
existence of the homeowner’s associations and it’s rules.  Suggestions include alerting 
local realtors and title companies as well as having a landowner or board member track 
MLS listings on the web.  It was noted that while MLS listings will show most transfers, 
it will not include all property transfers. 
 
Meeting adjourned at 8:45. 


