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[bookmark: _Ref38229920][bookmark: _Ref41308149][bookmark: _Ref41308218][bookmark: _Ref41311066][bookmark: _Toc49848256]INFO DOCUMENT B – REQUEST FOR ALTERATION (RFA)
[bookmark: _Ref37144479][bookmark: _Toc49848257]1 - REQUEST FOR ALTERATION

A Request for Alteration must be submitted and APPROVED before a project begins. An application submitted without the required and adequate information will be returned unapproved.
[bookmark: _Toc49848258]2 - APPLICATION FOR ALTERATION FORM – SEE PAGE 2 OF 2
1. Fill out form on page 2 completely and heading page 3.
2. Please provide a clear description.
3. Add drawings or diagrams as needed to explain your alteration.
4. Add additional pages as needed to describe the alteration.
5. Add any supporting literature needed – Pictures, References, etc.
6. Fill in your name, phone and address at top of page 3.
7. Submit the form and documents via Email, Postal Mail, or In Person.

[bookmark: _Toc49848259]3 – RESULTS OF BOARD & PROPERTY MANAGER REVIEW OF THE SUBMITTED APPLICATION
1. The Application for Alterations will be reviewed by:
a. First by the Property Management Representative for compliance with Rules, Regulations, Policies and the Requirements and Bylaws.
b. Then by the entire Board of Directors for comments and/or approval/denial.
c. If required, the Board President will sign the Results Form on behalf of the Board.

SUBMIT PAGE 2 & 3 TO THE Management Company
Page 2 & 3 will be sent back to you.
If request is denied you will be given the reason(s).
If request is denied and you disagree with the decision, please schedule an appointment at the next board meeting with the Management Company.
If the Board/Management Company suggest changes to the RFA, please re-submit.

Condominium Unit Owner(s) please fill in all areas marked with a *, this information is required for the Board to consider your request.
Management Company representative please fill in all areas marked with a # and return page 3 to owners.
Request for Alteration
	[bookmark: Name][bookmark: _Hlk41310236]*Name: 
	[bookmark: _Richard]

	[bookmark: Phone]*Phone:
	

	*Email:
	

	[bookmark: Address]*Unit’s Address:
	


TYPE OF IMPROVEMENT/Alteration REQUESTED:
	[bookmark: _Hlk41310839]*Brief Description:
	


Describe alteration: Explain and add drawings/pictures/etc. as needed
	*What do you want to do?

	

	Type into the form or print and write in your plan.  Add additional pages and documents as needed.

	*Planned Start Date:
	

	*Planned End Date:
	


Please check your Rules and Regulations for specifics pertaining to your community and note that all improvements must occur within your Limited Common Area.
	[bookmark: _Hlk186293926]  *Printed Name of Owner:
	

	*Signature of Unit Owner:
	

	  *Printed Name of Owner:
	

	*Signature of Unit Owner:
	




	*Name: 
	

	*Phone:
	

	*Email:
	

	*Unit’s Address:
	


[bookmark: _Hlk49869842]
Results of Review of Your Application for Alterations
Applications that deviate from pre-approved plans will have to be inspected by the Association Board, which could take up to 30 days to complete the application review.
Normal time for an application review is two (2) weeks.


[bookmark: _Hlk186289925]#Review Note(s):                 #Request Approved:                      #Request Declined:               
	

	

	

	

	

	

	

	



	#Brief Description:
	



	#Signature of Management Company:
	

	√Signature of Board President:
	




√If needed, otherwise note: “not needed”
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