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1. Introduction 

This Policies and Procedures Manual is designed to provide all the essential information 

needed for staff and residents at [COMPANY NAME] to ensure the information about the 

community's unique features and amenities are covered, and our dedicated staff is 

committed to providing exceptional service in compliance with Homeowners Association 

laws and regulations. 

Herein, we've detailed the guidelines for maintaining a pleasant living environment and for 

ensuring operational and appearance standards, rules and regulations for using and 

maintaining common areas, and rights and responsibilities of residents, guests, visitors, the 

staff, the management, and the Board of Directors. 

To ensure effective community governance, we have a dedicated Board and committees for 

making decisions that affect the community, and our management and administrative staff in 

addressing day-to-day operations and issues. The manual covers comprehensive 

information on legal procedures, CC&R enforcement, compliance, and how we keep 

residents informed through newsletters, emails, and community meetings. 
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responsible for making decisions on behalf of the community, 

A. Overview of the [COMPANY NAME] 

Our [COMPANY NAME] is a diverse residential, all-age community of 304 homeowners. 

Residents of our community all form part of a living environment that offers a mix of 

residential living and community amenities. The community enjoys a range of amenities, 

including a swimming pool, clubhouse, and recreational facilities, encouraging an active and 

social lifestyle. Whenever possible, we organize community-wide events, such as holiday 

events, charity drives, and volunteer opportunities, and we pride ourselves on a strong 

sense of community and belonging. 

As [COMPANY NAME] (herein "The Association"), we are responsible for maintaining and 

enhancing the quality of life within our community. To maintain order and harmony within the 

community, a tiered system of rules and regulations is put in place, and all residents - 

owners, tenants, and renters - are expected to adhere to these rules. 

We are governed by a Board of Directors elected by the community members. The Board is 

 
  

  

 

  

  

  

 
B. Roles & Responsibilities of Onsite Staff 

At [COMPANY NAME], we are dedicated to maintaining and enhancing the quality of life 

within our community. We are responsible for the financial health of the community, 

including collecting and managing homeowner assessments, maintaining accurate financial 

records, and planning for future expenses. 

Our onsite staff also oversee the maintenance of common areas and enforce property 

maintenance standards to ensure a well-kept community by addressing any issues with 

landscaping, street repairs, and facility upkeep. We are committed to providing and 

maintaining community amenities and shared facilities that enhance the quality of life for 

residents. 
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Specific roles and responsibilities of onsite staff are as follows: 
 

Role Responsibilities 

 
THE 
MANAGEMENT 
COMPANY 

 
Board Support 

 
 
 
 
 

● 

 
Financial Management 

 
 
 
 
 
 
 

● 

 
Property Management 

 
 
 
 
 
 
 

● 

 
Administrative Tasks 

 
 
 
 
 
 
 
 
 
 

● 
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MANAGEMENT 
STAFF 

 
Onsite Administrator 

 
 
 
 
 
 
 
 
 
 
 

● 

 
Office Assistant 

 
 
 
 
 
 

● 

 
Interim Onsite Administrator 

 
 
 
 
 
 
 
 
 
 
 
 

● 
. 

 
Manager-in-Training or Supervisor, if applicable 
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● 

 
MAINTENANCE 
STAFF 

 
Maintenance Technician 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

● 

 
Groundskeeper, if applicable 

 
 
 
 
 
 
 

● . 
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C. Purpose and Scope of the Manual 

This policies and procedures manual outlines the operational guidelines for the Association 

which is responsible for maintaining and enhancing the community's property values, 

aesthetics, and overall quality of life. 

The primary purpose of this manual is to establish clear guidelines for the operation of our 

Association. This includes promoting consistency and fairness in decision-making, providing 

a reference document for the Board of Directors, committees, and residents, and ensuring 

compliance with applicable laws and regulations, including the California Civil Code § 4000 

Common Interest Development Act. 
 

  

  

 

  

 

  

 

  

This manual is organized into several sections to provide comprehensive information about 

our operations. It covers various aspects of community living, from resident communications 

to financial management, outlining how we interact with residents, including preferred 

methods of contact, response times to inquiries and complaints, and how we maintain 

resident records. 

We provide details on municipal services contracts, outlining the agreements with external 

service providers for services like landscaping or security, as well as the Architectural 

Control Committee application process, review timelines, and communication procedures. 

Following that, we cover a comprehensive list of policies and procedures for facility and 

common area management, including assessments, maintenance procedures, outdoor 

areas, water and waste management, and building and property maintenance. 

The subsequent sections describe resident rights and responsibilities, emergency access 

procedures, visitor guidelines, pet regulations, and complaint procedures. 

The manual also covers the governance structure, including the Board of Directors, 

committees, and administrative staff, and provides thorough information on legal matters, 

communication channels, record-keeping procedures, financial management, budgeting, 

assessment collection, accounting, and financial reporting. 

The manual closes by detailing the community's disaster preparedness plans, risk 

assessment, emergency procedures, and insurance coverage. 

By understanding the information contained within this manual, residents and staff can better 

understand their rights and responsibilities, participate in community decision-making, and 

contribute to the overall well-being of the community. 
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. 

D. Revisions and Updates 

The manual will be periodically revised and updated to reflect changes in community 

regulations, industry standards, and best practices. The revisions will include updates to 

emergency procedures, maintenance schedules, and contact information. Additionally, any 

changes to the community's bylaws, CC&Rs, or financial policies will be incorporated into 

the revisions. By keeping the manual up to date, we ensure that residents have access to 

accurate and timely information, enabling them to make informed decisions and comply with 

community rules and regulations. 

POLICY STATEMENT 

At [COMPANY NAME], we are committed to maintaining accurate and up-to-date 

policies and procedures. To ensure the accuracy, relevance, and effectiveness of 

this Policies and Procedures Manual, we will follow a systematic review, revision, 

and update process. 

SCOPE 

This policy applies to all our policies and procedures, including CC&Rs, Association 

Bylaws, and other legal documents, operational procedures and guidelines for 

financial management, property maintenance, and community activities, and 

emergency procedures and plans for responding to emergencies. 

 
PROCEDURES 
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. 

 
 

 

 

 

By following a rigorous review and update process, we can maintain a comprehensive and 

up-to-date manual that serves the best interests of the community, and ensure that policies 

and procedures remain current, relevant, and effective in meeting the needs of our 

community. 
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2. Essential Documents 

Ensuring that residents and staff have easy access to essential documents is crucial for 

transparency, accountability, and informed decision-making within our community. Essential 

documents, such as association 

 
 

 
The availability and accessibility of these documents varies depending on the document in 

question and local regulations. On our resident online portal, we will provide access to the 

relevant documents that pertain to the community's rules and regulations, site management, 

and services. The management office will also have some physical copies of documents 

available for residents to review. Some essential documents are also publicly available at 

the Long Beach County recorder's office. Our management and Board will be able to provide 

specific instructions on how to access specific documents. 

To enhance clarity, we will use coherent and concise language in documents for covenants, 

conditions, restrictions, rules, regulations and policies adopted by the Board of Directors, 

incorporating visual aids like charts and graphs to present complex information where 

deemed necessary. 
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A. Association Bylaws & CC&Rs 

ASSOCIATION BYLAWS 

The Association Bylaws serve as the foundational rules and regulations that govern a 

community association. They outline the structure, powers, and responsibilities of the 

Board of Directors, ensuring transparency and accountability in decision-making. 

Bylaws also establish procedures for calling and conducting meetings, voting on 

important issues, and managing the association's finances. 

By understanding and following the bylaws, residents can actively participate in 

community governance, voice their concerns, and contribute to the overall well-being 

of the association. 

 
 

 

 

 
CC&Rs 

Covenants, Conditions, and Restrictions (CC&Rs) are a crucial component of 

community living. These rules and regulations are designed to maintain the overall 

aesthetic appeal, property values, and quality of life within the community. 

CC&Rs typically cover a wide range of topics, including architectural standards, 

property maintenance requirements, restrictions, and guidelines for the shared use of 

common areas. By adhering to CC&Rs, residents can contribute to an orderly and 

well-maintained running of the community. Observing the set conditions and rules is 

to everyone's benefit, as it helps preserve property values, enhances the 

community's appeal, and creates a desirable living environment for all residents. 
 

 

 
CALIFORNIA CIVIL CODE § 4000 (THE DAVIS-STIRLING ACT) 

The Davis-Stirling Act is essential for several reasons. Firstly, it protects homeowner 

rights, outlining their right to vote, receive financial information, and participate in 

decision-making processes. Secondly, it governs association operations, establishing 

rules for the formation and operation of homeowners’ associations, including the 

election of board members, the collection of assessments, and the maintenance of 
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color samples for paint or stain, and ensure 

common areas. Thirdly, it ensures transparency by mandating us at the Association 

to provide financial reports, meeting minutes, and other essential documents to 

homeowners. It also provides a legal framework for resolving disputes between 

homeowners and the Association, or between homeowners themselves. Finally, by 

ensuring fair and equitable governance, the Act helps maintain property values within 

the community. 

In essence, the Davis-Stirling Act provides a legal foundation for community living, 

protecting the rights of homeowners and ensuring the smooth operation of common 

interest developments. By understanding the provisions of this Act, homeowners can 

actively participate in their community and safeguard their interests. 

 

 

B. Architectural Compliance Committee Guidelines 

The Architectural Compliance Committee (ARC) is responsible for reviewing and approving 

proposed modifications to properties within the community. The primary goal of the ACC is 

to maintain the aesthetic integrity and property values of the community. 
 

 

Common modifications that typically require ACC approval include exterior modifications 

such as painting, staining, window or door replacements, additions, decks, fences, gates, 

and landscaping changes 

 
To ensure a smooth review process, homeowners should submit clear and detailed plans, 

By following these guidelines and working closely with the ARC, homeowners can ensure 

that their modifications enhance the overall appearance of the community while complying 

with the established rules and regulations. 
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easy access to contact the Board members 

. 

C. Contact Information for HOA Board Members 

To ensure effective communication and address any concerns or questions, we will provide 

While it is important to have access to Board members, it is equally important to respect 

 

For significant issues or formal complaints, residents are invited to follow the official 

channels outlined in the Association's governing documents, such as, if deemed necessary, 

submitting a written complaint or attending a Board meeting. 

their privacy. 
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regularly distribute newsletters and notices. 

3. Resident Communications 

Effective communication is essential for creating and maintaining a thriving community. It 

contributes to a sense of belonging, transparency, and trust among residents and the 

management. Our approach is to always work to ensure clear, timely, and accessible 

information, so that residents can participate actively in shaping the community's future. 

To build strong resident communications, we will prioritize open and transparent 

communication. We will actively listen to residents' concerns, ideas, and feedback, and 

respond promptly to inquiries and address issues in a timely manner.   
 

 
. 

 

 

 

 

The Board of Directors and management team value open and accessible communication 

with all residents. To facilitate this, the onsite management will be accessible during regular 

business hours, and an answering service will be available for after-hours inquiries and 

emergencies. 

 
 

 
To keep residents informed and engaged, the Board of Directors and management team will 

By maintaining open communication, we can strengthen community bonds, keep residents 

more engaged and supportive of community initiatives, and involve them in the    
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A. Preferred Methods of Communication 

To ensure effective communication, we will try to accommodate residents' preferred 

methods of communication via email, phone calls, in-person meetings, and/or written 

correspondence. By being flexible and accommodating, we aim to create a positive and 

responsive communication environment with our residents. 

POLICY STATEMENT 

At [COMPANY NAME], we are committed to effective and timely communication with 

all residents. We use a variety of communication methods to ensure that residents 

are informed of important matters, receive timely updates, and have opportunities to 

participate in community decision-making. 

SCOPE 

This policy applies to all methods of communication used by the Association to reach 

residents, including official notices and correspondence, community newsletters, 

emergency notifications by phone and email, and general information and updates by 

phone, email and website. 

 
PROCEDURES 
 

 

 

 

 

 

 

By combining traditional and digital communication methods, we aim to keep residents 

informed, engaged, and connected to the community. 

ENFORCEMENT 
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We reserve the right to enforce this policy and may take appropriate action in case of 

noncompliance, including issuing warnings or fines for violations. 

REVIEW AND UPDATES 

This policy and procedures will be periodically reviewed and updated to reflect 

compliance with regulations and best practices. 

 

 

B. Responding to Resident Inquiries and Complaints 

Promptly and effectively responding to resident inquiries and complaints is essential for 

maintaining a positive and harmonious community environment. By addressing concerns in 

a timely manner and providing solutions, we can build trust and foster a strong sense of 

community among residents. 

POLICY STATEMENT 

At [COMPANY NAME], we are committed to providing timely, courteous, and 

effective responses to resident inquiries and complaints. Prompt and professional 

communication is essential to us for maintaining a positive community. 
 

SCOPE 

This policy applies to all residents of the [COMPANY NAME], including homeowners, 

tenants, renters, guests, and visitors. It covers issues related to property 

maintenance, common area upkeep, compliance and violations of regulations, 

questions or concerns about proposed modifications to properties, issues related to 

the use and maintenance of community amenities, questions about assessments, 

fees, or financial procedures, and inquiries about the Board of Directors, elections, or 

other governance matters. 

 
PROCEDURES 
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By following these procedures, we can ensure that resident concerns are addressed 

promptly and professionally. 

ENFORCEMENT 

We reserve the right to enforce this policy and may take appropriate action in case of 

noncompliance, including issuing warnings or fines for violations. 

REVIEW AND UPDATES 

This policy and procedures will be periodically reviewed and updated to reflect 

compliance with regulations and best practices. 

 

 

C. Maintaining Resident Files and Contact 

Information 

Maintaining accurate and up-to-date resident files is crucial for effective community 

management as they serve as a valuable resource for addressing any concerns, facilitating 

communication, and ensuring compliance with regulations. By keeping well-organized and 

detailed records of resident information, including contact details, emergency contacts, and 

lease agreements, we can respond promptly to inquiries, emergencies, send important 

notifications, maintain smooth operations, and coordinate with relevant authorities when 

needed. 

POLICY STATEMENT 
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At [COMPANY NAME], we are committed to maintaining accurate and up-to-date 

resident files and contact information which we deem essential for effective 

communication, emergency preparedness, and the overall management of the 

community. 

All resident information will be treated with the utmost confidentiality and will be used 

solely for legitimate HOA purposes, in compliance with all applicable privacy laws 

and regulations to protect the privacy of residents. 

SCOPE 

This policy applies to all resident files and contact information maintained by the 

Association, including: personal Information, emergency contacts, property 

ownership information, deed records and tax assessments, financial information, and 

communication preferences. 

 
PROCEDURES 
 

 

 

 

 

 

 

 

 

 

 
 

By following these procedures, we can ensure the privacy and security of resident 

information while effectively managing the community. 

ENFORCEMENT 

. 
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community information and services. 

. 

We reserve the right to enforce this policy and may take appropriate action in case of 

noncompliance, including issuing warnings or fines for violations. 

REVIEW AND UPDATES 

This policy and procedures will be periodically reviewed and updated to reflect 

compliance with regulations and best practices. 

 

 

D. Website Login Information for Resident Portal 

A resident portal provides a convenient and efficient way for residents to access important 

POLICY STATEMENT 

At [COMPANY NAME], we are committed to protecting the security and privacy of 

resident information by implementing measures to protect login credentials and 

sensitive information. 

SCOPE 

This policy applies to all residents who are granted access to our online resident 

portal. It covers account creation and password reset, password security, data 

privacy and security, and account deactivation. 

 
PROCEDURES 
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. 

 

By following these procedures, we can help protect the security and privacy of resident 

information and ensure the integrity of the online resident portal. 

ENFORCEMENT 

We reserve the right to enforce this policy and may take appropriate action in case of 

noncompliance, including issuing warnings or fines for violations. 

REVIEW AND UPDATES 

This policy and procedures will be periodically reviewed and updated to reflect 

compliance with regulations and best practices. 

 

 

E. Local Service Provider Contact Information 

Providing local service provider contact information is vital for residents of [COMPANY 

NAME] for ensuring quick and efficient access to essential services, such as plumbing, 

electrical work, and landscaping. Additionally, it helps support local businesses and 

contributes to the overall economic health of the community. 

POLICY STATEMENT 

At [COMPANY NAME], we are committed to providing residents with reliable and 

efficient access to local service providers. We will maintain a list of trusted service 

providers who have been vetted for quality, reliability, and fair pricing. 

SCOPE 

This policy applies to the maintenance and distribution of a list of preferred service 

providers for the community, including plumbers, electricians, HVAC technicians, 

roofing contractors, landscapers, pest control, cleaning, and any other site and 

facility maintenance services. 

 
PROCEDURES 
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By providing a list of trusted service providers, we can help residents save time and avoid 

potential stress when unexpected issues arise. 

ENFORCEMENT 

We reserve the right to enforce this policy and may take appropriate action in case of 

noncompliance, including issuing warnings or fines for violations. 

REVIEW AND UPDATES 

This policy and procedures will be periodically reviewed and updated to reflect 

compliance with regulations and best practices. 
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4. Architectural Control Committee 

Applications 

The Architectural Control Committee (ACC) is a group of Homeowners Association 

members who oversee and regulate property modifications within the community and are 

responsible for reviewing applications for architectural approval of any improvements that 

are agreed to be built or installed on any one property within the community or the 

communal areas. 

 
 

 
The ACC's authority is limited by the Covenants, Conditions, and Restrictions (CC&Rs) and 

Bylaws of the [COMPANY NAME]. The Architectural Standards and Specifications are a set 

of guidelines adopted by the [COMPANY NAME] to help Owners, the ACC, and the Board 

determine what improvements are acceptable and visually consistent with the community's 

overall character. These standards are a separate document that may be updated 

periodically by the Board and the ACC. 

At [COMPANY NAME], we work closely with the ACC by scheduling site visits, 

communicating with residents, and maintaining accurate records. We support the work of the 

 

Our staff have a clear understanding of the ACC's role and responsibilities, ACC's 

requirements, the importance of maintaining accurate records of ACC applications, 

decisions, and correspondence required to effectively support the ACC's efforts and 

contribute to a well-maintained community. 
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A. Process for Submitting ACC Applications 

The ACC application process is designed to maintain the architectural integrity and aesthetic 

appeal of the community. By following these guidelines, we can help homeowners ensure a 

smooth and efficient approval process for their proposed improvements. 

THE PROCESS 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
POLICY STATEMENT 

At [COMPANY NAME], we will follow established guidelines to ensure all exterior 

work on homes within the community complies with HOA regulations, architectural 

standards, and applicable state requirements. This procedure outlines the 

application, approval, and enforcement processes for all homeowner requests 

regarding exterior modifications. 

SCOPE 

This procedure applies to all homeowners, HOA board members, and onsite staff 

involved in the ACC application process and enforcement of related guidelines. 

 
GENERAL GUIDELINES 

1. Homeowners must submit an ACC Application for all work on the exterior of their 

homes, including but not limited to: 
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ENFORCEMENT OF ACC GUIDELINES 

1. If a homeowner begins exterior work without submitting an ACC application: 
 

 

2. Homeowners who proceed with unpermitted work or fail to comply with ACC 

guidelines may be required to: 
 

 

 

3. The HOA board may assess fines or penalties in accordance with HOA governing 

documents for violations of ACC guidelines. 



© 2025 The Write Direction Inc. All rights reserved.  

. 

APPLICATION SUBMISSION PROCESS 

1. Homeowners must submit a completed ACC Application form, including: 
 

 

 

 

 

 

 

 

 

 

 

 
PROCEDURES FOR RECORD KEEPING 
 

 

 

 
RESPONSIBILITIES 

Homeowners will submit ACC applications with required documents before beginning 

any work. 

Onsite staff will 
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The ACC Committee will 
 

 

 

 

HCD reporting will report non-compliant work to the California Department of 

Housing and Community Development as required. 

 
ENFORCEMENT 

We reserve the right to enforce this policy and may take appropriate action in case of 

noncompliance. 

REVIEW AND UPDATES 

This policy and procedures will be periodically reviewed and updated to reflect 

compliance with regulations and best practices. 
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B. Required Documents 

To ensure a smooth and efficient review process, the ACC will typically require homeowners 

to submit documentation that contain specific information about the proposed modifications 

and will be used by the ACC to assess feasibility of the projects and compliance with 

community guidelines. 

Specific document requirements will vary depending on the nature and scope of the 

proposed modifications. Homeowners are advised to consult with the ACC directly or via our 

management to determine the exact documentation needed for their project, and to ensure a 

timely document assessment process. 

 
COMMONLY REQUIRED DOCUMENTS 
 

 

 

 

 

 

 

 

 

 
 

 

 

By providing clear and complete documentation, homeowners can help expedite the review 

process and increase the likelihood of approval for their proposed modifications. 

. 
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ENFORCEMENT 

We reserve the right to enforce this policy and may take appropriate action in case of 

noncompliance, including issuing warnings or fines for violations. 

REVIEW AND UPDATES 

This policy and procedures will be periodically reviewed and updated to reflect 

compliance with regulations and best practices. 

 

 

C. Review Timeline and Procedures 

Timely reviews allow homeowners to plan their projects effectively, enabling them to secure 

necessary permits, schedule contractors, and streamline the construction process. By 

working together to avoid delays and potential cost overruns, they help ensure that 

modifications are consistent with the community's architectural standards, preserving its 

overall appearance. 

Adherence to timelines can help prevent legal disputes and potential litigation, contribute to 

a positive homeowner experience, foster goodwill between residents and us at the 

Association, help maintain consistency, and enforce community rules and regulations. 

 
POLICY STATEMENT AND SCOPE 

At [COMPANY NAME], we are committed to processing ACC applications efficiently 

and fairly by following clear timelines and procedures for reviewing and approving or 

denying applications. 

This policy outlines the timeline and procedures for reviewing ACC applications and 

applies to all homeowners within the community who wish to make exterior 

modifications to their property. 

 
PROCEDURES 
 

 

 
 

 

 

 

 

 

. 

. 
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By following these procedures, we aim to provide a timely and transparent review process 

for all ACC applications. 

ENFORCEMENT 

We reserve the right to enforce this policy and may take appropriate action in case of 

noncompliance, including issuing warnings or fines for violations. 

REVIEW AND UPDATES 

This policy and procedures will be periodically reviewed and updated to reflect 

compliance with regulations and best practices. 

 

 

D. Communication with Residents Regarding ACC 

Decisions 

Clear and timely communication is essential for maintaining positive relationships with 

residents. Once the ACC has reviewed an application and made a decision, we will notify 

the homeowners promptly and clearly state the decision, the reasons for the decision, and 

any specific conditions or requirements set by the ACC that must be met. 

POLICY STATEMENT 

At [COMPANY NAME], we are committed to transparent and timely communication 

with residents regarding ACC decisions by providing clear and concise information to 

residents about the status of their ACC applications and the reasons for any 

decisions made. 

SCOPE 

This policy applies to all communication between the Association and residents 

regarding ACC applications and decisions, including notification of receipt of 

application and decisions, requests for additional information, notifications of 

approval, notifications of denial, and appeal processes. 

 
PROCEDURES 
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By following these procedures, we can ensure that residents are kept informed throughout 

the ACC review process and that any decisions are communicated clearly and 

professionally. 

ENFORCEMENT 

We reserve the right to enforce this policy and may take appropriate action in case of 

noncompliance, including issuing warnings or fines for violations. 

REVIEW AND UPDATES 

This policy and procedures will be periodically reviewed and updated to reflect 

compliance with regulations and best practices. 
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5. Facility and Common Area 

Management 

Effective facility and common area management is crucial for maintaining a well-kept and 

enjoyable community. It involves overseeing the upkeep, maintenance, and improvement of 

indoor and outdoor shared spaces within the community, such as clubhouses, pools, parking 

areas, green and picnic areas, playgrounds, and so on. 

At [COMPANY NAME], we strive to maintain the highest standards of facility upkeep and 

work diligently to ensure that all facilities are clean, safe, and well-maintained. The 

maintenance staff is responsible for the regular maintenance and repair of all common 

areas, including the indoor and outdoor areas, clubhouse, pool, landscaping, parking areas, 

and so on. 

Key responsibilities include conducting regular inspections to identify maintenance needs 

and safety hazards, scheduling and overseeing necessary repairs and maintenance work, 

ensuring cleanliness and sanitation, and implementing security measures 

 
 

 
The common areas are intended for the use and enjoyment of the community residents, 

guests and visitors. Residents are expected to adhere to all rules and regulations governing 

the use of common areas, including restrictions on noise levels, hours of operation, and the 

use of certain facilities. 

To ensure a positive experience for residents, we have rules and regulations in place for the 

use of common areas, including hours of operation, reservation policies, and guest policies. 

 

By effectively managing common areas, we can enhance the quality of life for our residents, 

maintain property values, and foster a strong sense of community. 

  

. 
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expenses for the upcoming year. 

Assessments, Maintenance & Improvement 

Procedures 

Annually, the Board of Directors develops a budget that outlines the expected income and 

To maintain the community's infrastructure and aesthetics, we conduct regular inspections of 

common areas, and promptly address any emergency repairs, such as water leaks or power 

 

To address future needs, ensure that improvements align with the community's priorities, 

and enhance the community's amenities, we have a long-term capital improvement plan 

solicited through resident input or feedback in meetings. Funding for improvements are 

sourced from special assessments, reserve funds, or grants. 
 

 

 
i. Assessment Process 

Regular and thorough assessments are crucial for effective facility and common area 

management. By consistently evaluating the condition of community assets, such as 

clubhouses, pools, landscaping, and parking areas, we can identify potential issues early on, 

prioritize maintenance needs, and allocate resources efficiently. These assessments help 

maintain property values, ensure resident satisfaction, and prevent costly emergency 

repairs. 

POLICY STATEMENT 

At [COMPANY NAME], we are committed to maintaining the quality and safety of 

community facilities and common areas. To ensure the effective management and 

upkeep of these areas, we will follow a comprehensive assessment process by 

evaluating the current condition of facilities, identifying maintenance and 

improvement needs, and prioritizing projects based on urgency and their impact on 

the community. 

SCOPE 

outages. 
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. 

This policy applies to all common areas within the community, including parking lots, 

common pathways, the greenery and landscaped areas, picnic areas and 

playgrounds, community centers, clubhouses, the pool and pool area. 

 
PROCEDURES 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

. 
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By following these procedures, we can ensure that common areas are well-maintained, safe, 

and enjoyable for all residents. 

ENFORCEMENT 

We reserve the right to enforce this policy and may take appropriate action in case of 

noncompliance, including issuing warnings or fines for violations. 

REVIEW AND UPDATES 

This policy and procedures will be periodically reviewed and updated to reflect 

compliance with regulations and best practices. 

 

 

ii. Maintenance Work Orders 

A formal system of maintenance work orders is in place to track and prioritize repair and 

maintenance tasks. These work orders are assigned to the maintenance staff, who are 

responsible for completing the work in a timely and efficient manner. 

POLICY STATEMENT 

At [COMPANY NAME], we are committed to maintaining the quality and safety of 

community facilities and common areas. To ensure efficient and effective 

maintenance, we will follow a standardized work order system. 

SCOPE 

This policy applies to all maintenance work orders generated within the community, 

including requests from residents, staff, and the Board of Directors. 

 
PROCEDURES 
 

 

 

 

 



© 2025 The Write Direction Inc. All rights reserved.  

. 

 

 
VENDOR SELECTION AND MANAGEMENT 
 

 

 

 

 

By following these procedures, we can efficiently manage maintenance work orders, 

prioritize tasks, and maintain the community's facilities and common areas. 

ENFORCEMENT 

We reserve the right to enforce this policy and may take appropriate action in case of 

noncompliance, including issuing warnings or fines for violations. 

REVIEW AND UPDATES 

This policy and procedures will be periodically reviewed and updated to reflect 

compliance with regulations and best practices. 

 

 

iii. Capital Improvement Projects 

At [COMPANY NAME], we recognize the importance of long-term planning for capital 

improvement projects. A dedicated fund will be established to finance significant upgrades or 

replacements, such as pool renovations, roof repairs, or landscaping enhancements, and 

residents may be involved in the decision-making process for such projects through 

community meetings or surveys. 

POLICY STATEMENT 

At [COMPANY NAME], we are committed to maintaining and enhancing the value of 

the community. To achieve this goal, we will follow a comprehensive process for 

planning, budgeting, and executing capital improvement projects. 

SCOPE 
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. 

. 

This policy applies to all major capital improvement projects, including infrastructure 

improvements and upgrades to roads, sidewalks, and drainage systems, renovations 

to community buildings, such as clubhouses or community centers, significant 

landscaping projects, such as new plantings or irrigation systems, and security 

upgrades, including installation of security cameras, access control systems, and 

other security measures. 

 
PROCEDURES FOR PLANNING AND BUDGETING 
 

 

 

 

 
 

 

 
 

 

 
PROCEDURES FOR CONTRACTOR SELECTION 
 

 

 

 

 
PROCEDURES FOR PROJECT IMPLEMENTATION 
 

 

 

 

 

. 

. 
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By following these procedures, we can effectively plan, budget, and implement capital 

improvement projects that enhance the community's value and appeal. 

 
ENFORCEMENT 

We reserve the right to enforce this policy and may take appropriate action in case of 

noncompliance, including issuing warnings or fines for violations. 

REVIEW AND UPDATES 

This policy and procedures will be periodically reviewed and updated to reflect 

compliance with regulations and best practices. 
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Note to Readers: 
 

 
Thank you for exploring this sample of our work. To keep our online showcase concise, we 

have provided only a selection from this piece. 

 

 
Should you be interested in viewing the complete work or explore more of our portfolio, 

please don't hesitate to reach out. We're more than happy to provide additional samples 

upon request. 

 

 
Thank you, 

The Write Direction Team 




