
 

 

 

May 17, 2023 
 
Owner(s) 
Alpine Park HOA 
 
Dear Owner(s) 
 
RE:  Annual General Meeting – Alpine Park HOA 
 
Please be advised the Annual General Meeting of the Owners for Alpine Park HOA will be held 
on Wednesday June 14, 2023, online via Zoom. 
 
Enclosed is the official Notice of meeting with Agenda, Proxy form, and Zoom information. 
 
The main purpose of the meeting is to review the Audited Financial Statements and answer any 
questions that owners may have. There will also be a developer led townhall meeting 
immediately after the AGM to discuss the future of the community and answer any further 
questions. 
 
If you have any questions, please do not hesitate to contact the undersigned at 587-393-2226 or 
email at violet.mcnaughton@associa.ca.  
 
We look forward to seeing you at the meeting!  
 
Yours truly, 
 
On behalf of Alpine Park HOA  
 
Violet McNaughton 
Community Association Manager 
C-ERA Property Management 
Phone: 587-393-2226 
Email: violet.mcnaughton@associa.ca  
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NOTICE OF ANNUAL GENERAL MEETING 

 
TAKE NOTICE THE ANNUAL GENERAL MEETING OF ALPINE PARK – HOA 

WILL BE HELD AT:  
 

PLACE:   Online Via Zoom 
   Register via: https://bit.ly/AlpineParkAGM  
    
DATE:   Wednesday, June 14, 2023 
 
TIME:   6:30 pm Call to Order 
    
 

AGENDA 
 
1. Verification of Quorum  
2. Call to order & Appointment of Chairperson 
3. Introduction of Head Table  
4. Financial Report – March 31, 2023 
5. New Business 
6. Question and Answer period 
7. Adjournment 

 
There will be a developer led townhall meeting for additional discussions and questions 
immediately following. 
 
 
 
Violet McNaughton, Community Manager 
C-Era Property Management & Realty 
As Agent for the Owners 

https://bit.ly/AlpineParkAGM


Alpine Park HOA 

                   PROXY                       
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To:  Alpine Park HOA 

 
 
 
From: ________________________________________________________________________________________________ 

 
 
 
Address: _____________________________________________________________________________________________ 
  
 
 
 
I am (we are): 
 

 The registered owner(s) 
 

 Authorized to act on behalf of the registered owner (for example hold a power of attorney for the owner or have the authority 
of a corporate owner) 
 

 The mortgagee(s) or authorized to act on behalf of the mortgagee(s) 
 

 
 
 
I (we) appoint __________________________________________________________ to attend and vote on my (our) behalf at the  
  
 
Annual General Meeting to be held on June 14, 2023 and at any adjournment of the Meeting.  
 
 
 
 
Dated this _________ day of  ______________________, _________ 
     
 
  
 
 
___________________________________________   ______________________________________________ 
Print Name      Signature 
     
 
 
 
___________________________________________   ______________________________________________ 
Print Name      Signature 
     
 
 
 
 
Instructions Regarding Signatures: 
 
If you are authorized to act on behalf of a corporate owner, affix the corporate seal or attach a statement that the person signing the 
proxy has authority to bind the corporation. 
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If you are authorized to act on behalf of the registered owner attach the power of attorney or other documentation that gives you this 
authority. 

 
If you are authorized to act on behalf of a mortgagee attach the documentation that gives you this authority. 

 
 
Instructions Regarding Validity: 
 
Proxies are invalid if: 

1. They are given to a minor 
2. They are given to a person other than an individual 
3. They are given to a manager or employee of the corporation or management company (unless the proxy is for establishing 

quorum ONLY) 
 

 
All proxies must be received in the office of the property manager no later than: June 13, 2023     
   
 
Proxies may be submitted in person, by mail, or by e-mail but must be signed, dated and received by the deadline identified above in 
order to be valid. 
 
C-Era Property Management & Realty – An Associa Company 
Suite B, 6010 – 12 Street SE, Calgary, Alberta, T2H 2X2 
E-mail: violet.mcnaughton@cerapm.com  
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AGM – ZOOM MEETING INFORMATION 

 

Topic: Alpine Park HOA 

When:  Wednesday, June 14, 2023 
AGM at 6:30 PM 
 

Pre-Register in advance for this meeting by June 13, 2023. 
 
IMPORTANT: Please use your legal name and add your house number to your last name as shown in 
the example below. If you do not do this, Sign-In will take longer and you will be asked to wait in the 
Zoom Waiting Room until your information can be found.  
 

 
 
Pre-Register Here: https://bit.ly/AlpineParkAGM 

After pre-registering, you will receive a confirmation email containing information about joining the 

meeting. 

 
If you do not have an email or a computer, or if you require assistance with registering, please contact 
Violet McNaughton at Violet.McNaughton@associa.ca or by phone at 587-393-2226, before 4:00 PM on 
the day of the meeting. 
 

At end of meeting please join us for developer led townhall.  
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ZOOM AGM – WHAT TO EXPECT 

Virtual AGMs are new to all of us! Please read this document carefully to prepare yourself for the virtual 
AGM. If you have any questions about how to use Zoom, please contact Violet McNaughton at 
Violet.McNaughton@associa.ca or by phone at 587-393-2226 or go to https://support.zoom.us/hc/en-us 
for Zoom help and training. Please note that this Zoom AGM will be recorded for minute taking purposes 
and will not be shared or distributed outside of Associa. 
 
ZOOM PRE-REGISTRATION 

Before the meeting, you will need to pre-register for the Zoom AGM by using the registration link that 
has been provided in your AGM package. We suggest pre-registering at least a day before the AGM to 
limit any last-minute technical issues. Once you are pre-registered, you will receive a confirmation email 
containing information about joining the meeting.  
 
If you do not have an email or a computer, or if you require assistance with registering, please contact 
Violet McNaughton at Violet.McNaughton@associa.ca or by phone at 587-393-2226, before 4:00 PM on 
the day of the meeting, to be given the call-in information. 
 
 
JOINING THE AGM 
You can join a Zoom meeting using a computer, a mobile device, or by calling in on your phone by using 
the information sent to you after registering. Once you have entered the AGM, you will be put into a 
Waiting Room. 
 
Joining by Computer or Mobile Device 
You do not need a Zoom Account to join a meeting, all you need is the meeting URL. 

1. Click on the meeting invite URL (shown as Click Here to Join) that was sent to your email after pre-
registration.  

2. Open the Zoom app. If you have not downloaded Zoom yet, you will be prompted to install 
Zoom Client. Please test this before the AGM starts. 

3. Click Launch Meeting. 
4. Approve the request for permission to use your computer's audio and camera. 
5. Wait in the Waiting Room until the Host (Zoom Moderator) lets you in.  

 
Joining by Phone (Calling In) 
If you require the Call-In information, please contact Violet McNaughton at 
Violet.McNaughton@associa.ca or by phone at 587-393-2226, before 4:00 PM on the day of the meeting. 

1. Dial the in-country number. If you dial a toll number, your carrier rates will apply.  
2. You will be prompted to enter the meeting ID, followed by #. 
3. If the meeting had not already started, you will be prompted to press # to wait for meeting to 

start. 
4. You will be prompted to enter your participant ID. Press # to skip (as this does not apply to 

participants calling in via phone). 
5. You will be prompted to enter the meeting passcode, followed by #.  

 
 

[see reverse side] 
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WAITING ROOM 
The Waiting Room is where attendance will be taken. Once you have been marked as present, you will be 
sent to the AGM. You may be in the Waiting Room for a few minutes before you are let in. Please join the 
meeting 10 to 15 minutes before the start of the AGM meeting time; this will allow you to be signed-in 
before the meeting starts. 
 
Please note that if you join the AGM late, you will have to stay in the Waiting Room until the Zoom 
Moderator can mark you present and let you in. 
 
If you are calling in via telephone, you will be let into the meeting and then you will be unmuted, so you 
can state your name and unit number. You will then be muted. 
 
 
ZOOM ETIQUETTE 
When you have joined the AGM, you will automatically be Muted. If you need to ask a question, please 
Raise Hand (instructions in Zoom Basics section), and the Zoom Moderator will ask to unmute you. It is 
critical that you stay muted unless asking a question so that the AGM can run smoothly. 
 
When asking a question or making a motion, please state your unit number first for minute taking 
purposes. 
 
Please check that your audio is connected, in case you do need to speak during the meeting (this is done 
before joining the meeting and you will be prompted to do so).  
 
VOTING 
If you would like to First or Second a Motion, please Raise Hand (instructions in Zoom Basics section).  
 
All owners will then be asked to vote. Participants on a computer or mobile device can vote using the poll 

on screen. For those that are calling in via telephone, please Raise Hand (dial *9) to accept the motion. 

Do not Raise Hand if you oppose. 

*If a vote for Board Members is required, those calling in via telephone will need to be brought into a 

Breakout Room with the Host (Zoom Moderator) to make their vote. Once in the Breakout Room, the Host 

will unmute you, and ask you to vote for who you wish to make up the Board of Directors. Your vote will 

only be known by the Host.  

Please be aware that voting may take longer on the Zoom platform than in person. 

 

 

 

 

 

 



ZOOM BASICS 

The participant controls appear at the bottom of your screen (not applicable to those calling in). 

Joining by Computer/Mobile Joining by Phone (Calling In) 

Raise Hand (Computer): 
1. Click on the icon labeled "Reactions" at the 
bottom right of your computer or phone screen.  
2. Click the button labeled "Raise Hand." 
3. Your digital hand is now raised. Lower it by 
clicking the same button, now labeled "Lower 
Hand." 
Raise Hand (Mobile): 
1. Click on the three horizontal dots icon, labeled 
"More", in the bottom right corner of the screen. 
2. In the pop-up at the bottom of your screen, tap 
"Raise Hand." 
3. Lower it by clicking the same button, now 
labeled "Lower Hand." 

Raise Hand: 
Dial *9 to raise your hand. 
 
Note: You can't use a phone to lower your hand. 
The Zoom Moderator will lower your hand once 
you are finished speaking. 
 

Mute/Unmute: 
1. If the Zoom Moderator needs you unmute 

you, you will receive a notification on your 
screen. 

2. Click Unmute. 
 
Note: Please do not unmute yourself unless the 
Zoom Moderator requests it. If you need to ask a 
question, kindly Raise Hand and you will be called 
upon. 
 

Mute/Unmute: 
Dial *6 to toggle mute/unmute. 
 
Note: Please do not unmute yourself unless the 
Zoom Moderator requests it. If you need to ask a 
question, kindly Raise Hand and you will be called 
upon. 
 

Turn Camera On/Off: 
1. Click on the icon labeled "Start Video/Stop 
Video" at the bottom left of your computer or 
phone screen to turn your camera on or off. 
 

Turn Camera On: 
N/A 
 

Chat (Computer): 
1. Click on the icon labeled "Chat" at the bottom 
center of your computer or phone screen.  
2. This will open the chat window. You can type a 
message into the chat box. Attendees can only 
send chats to the Host (Zoom Moderator). 
Chat (Mobile): 
1. Click on the three horizontal dots icon, labeled 
"More", in the bottom right corner of the screen. 
2. In the pop-up at the bottom of your screen, tap 
"Chat". 

Chat: 
N/A 
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3. This will open the chat window. You can type a 
message into the chat box. Attendees can only 
send chats to the Host (Zoom Moderator). 
 

Polls: 
1. When a Poll is launched by the Zoom 
Moderator, the participants in the meeting will be 
prompted to answer the polling question. 
2. Select the option(s) you wish to vote for. 
3. Click the Submit button to submit your vote. 

Polls: 
Polls are unavailable for those calling in via 
telephone. You will instead be asked to vote by 
using the Raise Hand option. 

1. Dial *9 to Raise Hand to APPROVE the 
motion.  

2. If you DO NOT APPROVE the motion, do 
not Raise Hand. 
 

Speaker View vs. Gallery View 
Speaker View allows you to see the person 
currently speaking in the main screen, whereas 
Gallery View will show you all participants in the 
meeting on the same page. 

1. To change your View, click the Speaker 
View or Gallery View button at the top 
right corner.  

This setting is your preference, but Speaker View 
is recommended for an AGM. 

Speaker View vs. Gallery View 
N/A 
 

 


