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ELECTION RULES AND BALLOT INSTRUCTIONS 

WHO MAY VOTE? 

• Any owner or renter of New Town (Columbia Association assessed) property in Hickory Ridge may vote
in a Village Election.

• Only one vote is permitted for each property. In the case of a rental property, both the owner and the
tenant may cast a ballot.

• Residents who have an outstanding covenant violation are prohibited from voting.

 Choose one of THREE WAYS to VOTE 

ONLINE VOTING INSTRUCTIONS: 

Go to https://elections.intelliscaninc.net/s3/HRCA2021 

• Login with your personal online voting code number printed in the upper right corner of the paper

ballot you received.

• Follow the instructions for completing the ballot and submitting your votes online. Online voting must

be completed by noon on Friday, April 23, 2021.

ABSENTEE BALLOT INSTRUCTIONS: 

• Cast your votes on the ballot.

• Place your completed ballot in the envelope provided. Make sure you seal the envelope so that the
outer flap is visible.

• Complete the outer flap and SIGN the envelope where indicated. All absentee ballots must be signed to
be validated. Mailed ballots must be received by noon on Friday, April 23, 2021.

• You may cast a secret ballot by following these instructions:
▪ Place your completed ballot inside a blank envelope marked “SECRET BALLOT.”
▪ Place that envelope inside the provided envelope, then complete and sign the envelope flap.

IN PERSON VOTING INSTRUCTIONS: 

• Follow the Absentee Ballot Instructions above and hand deliver ballot to the secure drop box outside of
The Hawthorn Center, 6175 Sunny Spring, at any time prior to noon on Saturday, April 24, 2021, or

• Vote in person at The Hawthorn Center, 6175 Sunny Spring, on Saturday, April 24, 2021 between the
hours of 9am-noon.

If you have ANY questions about the voting procedure, please contact the Village Manager at 

manager@hickoryridgevillage.org or call the Village Office at 410-730-7327. 
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Procedure for Handling and Recording Absentee Ballots 

Absentee ballots will arrive via mail or be hand delivered. 

Mail or hand delivered: 

• The reverse of each envelope containing a ballot must be checked
to see if the name, address, signature, and tenant/owner sections
have been completed.

• Each ballot must be checked in by finding the address in the large
black notebook.  Any that are incomplete or that the name on the
ballot does not match ownership records should be set aside for
review by the Election Chair.

• Mark off that a ballot has been received by placing a large “A”
next to the address in the printouts from Intelliscan.

• If the address is not available in the printouts, it is because the
code for that property was already used.  Therefore, a vote has
already been logged for that property.
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No 
signs & 

no  
electioneering 

Election Day map 

= signs and electioneering allowed 
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HICKORY RIDGE ELECTION PROCEDURES AND GUIDELINES 

Village election procedures are officially covered by Article II of the By-Laws. In addition, 
tradition, experience and press deadlines have contributed to additional policies and 
procedures governing the effective administration of the annual election. The procedures 
presented here draw from the By-Laws and past election experiences and are intended to serve 
as guidelines for the Village Board, the staff and the Election Committee before, during and 
after the village elections. 

I. WHO IS ELIGIBLE TO BE A CANDIDATE?

All candidates for the Village Board must be Members of the Association.  They must submit a 
candidate statement to the Village Office by the announced deadline.  They must not have any 
unresolved covenant violations at the Architectural Resource Committee (ARC) or violations / 
delinquencies with any other Columbia Association entity. 

II. WHO IS PERMITTED TO VOTE?

Individuals who are Members of the Association on the day of the election may vote provided 
they have no unresolved covenant violations at the ARC or violations / delinquencies with any 
other Columbia Association entity. “Members” of the association are owners and tenants of 
New Town properties in Hickory Ridge Village. An “owner” owns a fee simple “unit” in the 
Village. A “Tenant” holds a lease to and resides in a “unit” within the Village. Each “unit” or 
lease is entitled to one vote. For more specifics regarding owner and tenant, see attached 1988 
legal opinion of CA General Counsel Jeannete Pfotenhauer. 

III. BEFORE THE ELECTION

A. The Village Board appoints an Election Committee Chair or Co-Chairs.  In the instance
where a Co-Chair is appointed, they have the same authority as delegated to the Chair in
this document.

1. The chair(s) must be a Member of the Association.
2. The chair(s) must not have any unresolved covenant violations at the ARC

or violations / delinquencies with any other Columbia Association entity.

B. The Election Committee Chair or Co-Chairs and Village Manager shall enlist additional
Members to serve as additional Committee members.

C. The Village Manager shall advertise the following election details at least six weeks before
the Election Day:

1. Available Board and Council positions
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2. The deadline for candidates’ statements
a. Statements must be 150 words or less
b. All words in excess of 150 will be deleted.
c. Complete statements will be available for view at the Village Office.

3. Election Day date, place and times

D. The Village Manager shall give new candidates information packets.
1. Columbia Council candidates shall receive copies of the CA Articles of

Incorporation and the CA By-Laws
2. All new candidates shall receive the following:

a. Village Articles of Incorporation and By-Laws
b. Election Procedures
c. Calendar for Election activities

E. If the number of candidates matches the number of available positions, an election is not
required, as per the Association’s By-Laws. The candidates will be deemed elected and
will be appointed to the available director positions for the upcoming term.

F. The Election Committee or Village Manager may recruit additional volunteers to serve as
Election Day poll workers.

IV. ABSENTEE BALLOT PROCESS

A. The Village Manager shall prepare absentee ballots and candidate statements for
distribution to residents.

1. The order of the candidates’ names will be determined by random drawing
conducted by the Election Committee.

2. A notice regarding the possible need to call a second election and the inclusion of
already-cast ballots will appear on the ballot.

3. Absentee ballots will have a signature line.
4. The method of their distribution will be determined by Election Committee
5. Voting Members may deliver their absentee ballots to the Village Office in person

or by U.S. mail.
6. All absentee ballots must arrive at the Village Office by the closing of the polls.
7. Only the voting Member may deliver that Member’s respective absentee ballot.
8. As absentee ballots are returned to the Association Office, the Village Manager

shall validate ballots, mark the official list of property owners with an “A” and
place the ballots in the locked ballot box.

B. Members may cast a secret absentee ballot.
1. The Member must insert the ballot in a separate envelope marked “Secret

Ballot.”
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2. The Member must insert that envelope inside another envelope with the
Member’s full name and address on the front of the outside envelope.

3. The Member must sign across the flap of the outside envelope.
4. If the Member is a Tenant that Member must include proof of residence in the

outside envelope (e.g. copy of utility bill).
5. ONLY the voting Member may deliver the Member’s respective secret absentee

ballot in person.

V. ELECTION DAY

A. At polling site, the Village Manager sets out an official list of current property owners
obtained from Columbia Association and a locked ballot box.

B. The Village Manager shall prepare the official ballot.
1. The order of the candidates’ names shall be the same as that on the absentee

ballot.
2. A notice regarding the possible need to call a second election and the inclusion of

already-cast ballots will appear on the official ballot.

C. Electioneering is not permitted within a posted area established by the Election
Committee.

D. Poll workers check off each voter’s name on the official list of current property owners. If
the voter’s name is not included in the list, the poll worker asks for identification that
clearly shows the voter resides in the New Town section of Hickory Ridge Village.

E. Members shall vote by secret ballot on Election Day.  Each voter places his/her ballot in
the ballot box. As stated in the Association’s legal documents, each property owner
and/or lease-holder is permitted one vote per property.

F. The advertised closing time of the polls is firm. If, however, an eligible voter is in the
voting line or in the building at poll closing time, that voter may cast a ballot.

G. At the closing of the polls, the Election Committee Chair shall unlock the ballot box in
public and determine if the required number of ballots have been cast to constitute a
quorum. If a there are insufficient ballots to constitute a quorum, proceed to Section VI. If
a quorum has been reached, proceed to Section VII.

VI. CALLING A SECOND ELECTION WHEN INSUFFICIENT BALLOTS HAVE BEEN CAST TO
CONSTITUTE A QUORUM
DRAFT
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A. In the event a second election is called, the Election Committee shall not count the first
set of votes cast until after the second election.

B. The Election Committee Chair shall place the ballots in the ballot box, lock it and give the
key to the Village Manager.

C. The Election Committee Chair shall announce a date for a second election.
1 The second election shall be at least two weeks after the first election.
2. The Village Manager shall announce the date in a local publication.

D. Those who voted absentee prior to the first election and those who voted in person on
the first Election Day are not permitted to vote again in the second election.

E. The same rules for absentee balloting will apply where practical.

F. All the ballots cast in the first and second elections shall constitute a Quorum, even if the
numerical Village Quorum has not been met.

VII. COUNTING THE VOTES AFTER A QUORUM IS VERIFIED

A. The Election Committee shall count the votes. Members of the Association may attend
the counting.

B. The Committee Chair will announce the results.
1. The Committee Chair will post the results of the vote counting.
2. The Village Manager or designee will contact all candidates.
3. The Village Manager will send the results of the count to the Columbia Association,

the other villages and the local press.

C. In the event of a tie for the Columbia Council Representative or for the last position
available on the Village Board, the Committee Chair will announce the date for a run-off
election.

1. The Chair shall allow at least two weeks before the run-off election.
2. The Village Manager shall advertise the tie and the second election date in a local

publication.
3. A tie for the Columbia Council Representative or the final position for the Village

Board shall not alter the results of the remainder of the election.

D. If there is no tie, the currently-seated Village Board will certify the election results after
which the newly-elected Board members shall take their seats.

E. In the event of a tie for the last remaining Board seat or for the Columbia Council
Representative, the currently-seated Village Board shall certify the result of the election
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except for the position involved in the tie. After the tie is broken, the newly-elected 
Village Board will certify the results of the run-off election. 

VIII. CHALLENGE PROCEDURE

A. Disputes and process issues that arise prior to the election must be brought to the
Election Committee for resolution at least 5 business days prior to the election date. The
Committee’s decision is final.

B. Challenges to the election outcome must be made in writing and must be submitted to
the Election Committee Chair within 5 business days after the posting of the election
results.

C. The Election Committee is not required to consider any challenges, unless they could
affect the outcome of the election, and they are not required to consider any challenges
until after the election is certified. The Committee may then evaluate the election
procedures and the complaint and make recommendations to the Village Board in the
final report of the election.

IX. AFTER THE ELECTION

A. The Village Manager shall destroy the ballots two weeks after the Village Board certifies
the election. The Manager will retain the official list of property owners used on Election
Day until it is replaced with a new list the following year.

B. The Election Committee may submit a written report to the Board upon request.

X. ELECTION COMMITTEE CHAIR

In the event that an issue arises during the election process that is not covered by these 
guidelines, the Election Committee Chair is authorized to use discretion to address the issue. 

Updated 2009, 2013 
Approved by HRVB March 14, 2013 DRAFT



VOTING PROCEDURES 

1. Ask the resident for their street address.

2. Verify the address in the black notebook.
A. If the voter name does not match up with the name in the

book, ask for proof of residence.  If the voter is a tenant at that
address, put a * to the right of the address and note
*tenant” at the bottom of the page.

B. If the voter lives in one of the apartment complexes, use the
separate apartment address list.  Write the voter’s name on
the list for the address and specific unit number.

Streets with apartments are 
Green Meadow Drive 
Hickory Ridge Road 
Little Patuxent Parkway 
Peartree Way 

C. If the address is not in the book or if the address is marked with
an “A”, ask Laura or Joan to speak to the resident to determine
voter eligibility.

3. If the address has been verified as eligible to vote, put a check
mark in the first column.

4. Give the voter a ballot, pen and clipboard. Pens may be kept by the
voter.

5. Once they have completed the ballot, have them place it in the
ballot box.
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COLUMBIA ASSOCIATION 

April 22, 1988 

TO: Padraic M. Kennedy, President 

FROM: 
/J,P. 

Jeanette Pfotenhauer, General Counsel ~ 

RE: CPRA/Yillage Assocation Membership/Voting Rights 

Several inquiries have been made regarding Columbia Park and Recreation 
Association, Inc. (CPRA) and the rights of persons owning property in and/or 
residing in a Village to vote in a village election. 

I have paraphrased those inquiries and respond as follows: 

1. What ~ the requirements for membership in ~ Village Association? 

The members of the .village assoc-iation are the owners and tenants of 
property located in the respective villages. (Village Articles of 
Incorporation Sixth A and B and Section 3.01 of the Village Covenants) 

Owner and tenant are defined by section 1.17 and 1.20 of the Village 
Covenants and paragraph A and B of the Sixth article of the Village 
Associations' Articles of Incorporation as: 

"Owner 

... the owner of any "unit" within the Property, or any common or 
joint interest therein if such unit is owned by more than one person 
or entity" (1.17 and 6A): and 

"Tenant 

" ... an individual who (i) actually resides on the Property under a 
written lease from an owner in which an individual is named as lessee, 
and (ii) delivers an executed copy of such lease to the ... Board." 
( 1. 20 and 6B) 

9861 Broken Land Parkway, Suite 300, Columbia, Maryland 21046 (301) 381-0020 
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The term "unit" is defined by 1.17 of the various village covenants as 
either: 

a. The fee simple or fee simple leasehold title to any lot within the 
property; 

b. "The fee simple or fee simple leasehold title to a unit in any 
condominium or development within the property;" 

c. "Any share, membership or other interest in any cooperative or other 
entity organized and operated for the purpose of making residential 
units available to its shareholders, members or other beneficiaries 
which share membership or other interest entitles the owner thereof to 
possession of any residential dwelling unit within the Property." 

2. How many votes is~ Village Association member entitled to? 

All members of an Association are entitled to vote so long as they qualify 
as owners or tenants under the Articles of Incorporation and Covenants for 
the respective Village (Covenants section 3.02 and paragraph B of the 
Sixth Article of Incorporation) . 

Each member of a Village Association (excluding Kings Contrivance) is 
entitled to one vote subject to the following exceptions: 

a. A member who holds more than one lot, unit, share, membership or other 
interest in property in the village is entitled to one vote for each 
such lot, unit, share, membership or interest owned or held. 
(Paragraph A of the Seventh Article of Incorporation and Section 3.02A 
of the Covenants); and 

b. When any lot, unit, share, membership or other interest in property in 
a village is owned or held by more than one member in any manner of 
joint or common ownership or interest the members shall collectively 
be entitled to one vote for that lot unit, share membership or other 
interest. If the members cannot jointly agree as to how the vote 
shall be cast then no vote shall be allowed to be cast. (Paragraph B 
of the Seventh Article of Incorporation and section 3.02b of the 
covenants) 

The Village of Kings Contrivance, unlike the other villages, has amended 
the Kings Contrivance Village Covenants to strike Sections 3.01 through 
3.03 (which establish the voting rule of one vote for each unit or lot and 
which contain other membership and voting provisions duplicating those in 
the Articles of Incorporation of the Kings Contrivance Community 
Association) as follows: 

"Section 3.01 Members of the Association, entitled to vote at meetings 
of members, shall be residents of the Property, aged 18 or older. DRAFT
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Section 3.02 Members of the Association entitled to vote on 
amendments to this Declaration under Section 13.01 and on annexations 
under 2.02 hereof shall be owners. Owners shall be entitled to one 
vote for each "unit" (as defined in Section 1.17 hereof) they own or 
hold." 

The By-Laws and Articles of Incorporation for Kings Contrivance were also 
amended to reflect the one person one vote rule. 

3. Examples 

ab 

The following are examples of the application of the voting rules for all 
village associations except Kings Contrivance. The examples respond to 
inquiries made regarding specific application of the voting eligibility 
rules. 

a. A owns a single family residence and leases it to a single person. A 
is entitled to one vote as the owner of the property and the tenant is 
entitled to one vote. 

b. A owns and lives in a single family residence. A is entitled to only 
one vote as the owner of the unit. A does not have one vote as the 
tenant and one vote as the owner. 

c. A, B and C are tenants in common in a single family residence ~nd 
lease it to Mr. and Mrs. Jones. A, B and C as owners are collectively 
entitled to one vote and Mr. and Mrs. Jones as tenants are 
collectively entitled to one vote. 

d. A owns a 100 unit apartment building. All of the units are leased to 
individual tenants. A has one vote as the owner and each tenant has 
one vote as the lessee of one unit. 

e. A owns a 10 unit apartment building . Three of the units are leased to 
individuals. the other apartments are vacant. A is not entitled to 
one vote for each empty unit. A is entitled to one vote and the 
lessee of each unit is entitled to one vote. 

f. A owns six vacant units in a condominium complex. A is entitled to 
six votes--one vote for each condominium that A owns. 

g. A owns two units in a condominium complex. A leases one condominium 
to B and C (husband and wife) and A resides in the other condominium 
unit. A is entitled to two votes because A is the owner of two 
condominium units and the lessee is entitled to one vote as the 
tenant. DRAFT
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