
ROPOA Community Email Policy & Procedures (updated June 2020)

Purpose
The main purpose of community emails is to keep Royal Oaks residents and owners informed of 
important issues affecting the neighborhood and their properties. Example emails: emergency or unsafe 
situations, sudden changes to city trash/leaf/snow removal, public ROPOA Board meeting reminders, 
important Covenants issues, and community social events reminders. These emails will not include 
advertisements of commercial events or emails of a personal nature.

Opting Out
Any owner or resident may opt out of receiving community emails, by emailing the ROPOA Secretary. 

Submitting Requests
All requests for community emails must be sent to the ROPOA Board Secretary (or other Board 
designee), in textual format (not just a flyer or attachment), preferably one week prior to the event.  Each 
submittal must include a title or subject, person responsible, email and phone number, and the date, place,
and times of the event. Submittals need to be accurate, complete, and grammatically correct, or they will 
be returned.  Submitters must be ROPOA members in good standing (i.e.: with paid up assessments).

ROPOA Board Review
Each community email request will normally be reviewed by at least 2 to 3 members of the Board, for 
content and appropriateness, before forwarding.

Emergency Exceptions
In the event of an emergency, any ROPOA Board member or the ROPOA Administrator may initiate an 
emergency community email especially when time is a factor.

Right of Refusal
The ROPOA Board reserves the right to refuse any community email request. (Personal requests, lost 
pets, etc., are better handled by the neighborhood Facebook site.)

ROPOA Secretary's Responsibilities
The Secretary maintains an email list of owners and residents, and receives community emails.  He/she 
may edit the email per the guidance above, and, after Board approval, sends out the email to the 
community (using “blind copy”) within a reasonable time after receipt.  If he/she is unable to perform this
function (on vacation, etc.), he/she will inform the ROPOA Communications Liaison or Board President.
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