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NOTE:   The remittance is required to be completed by the closing agent and returned with the signed 

resale certificate, closing fees and one of the following items:  Deed, HUD1, Alta or Closing Statement. 
 

  11351 Random Hills Rd Suite 500 | Fairfax, VA 22030 

Tel 703.385.1133 | Fax 703.591.5785 

www.fsresidential.com 

Closing Remittance Page 
 
 

 

 

 

REMITTANCE ADDRESS: 

Crownleigh Community Association 

Attention: Settlements Team 

11351 Random Hills, STE #500 

Fairfax, VA 22030 
 

Instructions: Please complete the below information and return to the above remittance address along with 

any/all applicable closing payments (separate checks are required for each item) payable to the Association. 

Questions regarding this form can be directed to resale.east@fsresidential.com  
 

Closing Date: _______________ 

Buyer’s Name(s): __________________________________________________________________________ 

Seller’s Name(s):  __________________________________________________________________________ 

Property Address: __________________________________________________________________________ 

Buyer’s Alternate Billing Address: _____________________________________________________________ 

Seller’s New/Forwarding Mailing Address: ______________________________________________________ 
 

Transactions Listed on the Closing Disclosure 

Seller’s Fees  

(enter amount) 

Buyer’s Fees  

(enter amount) 

Check 

Provided 

(Y/N) 

1 Adjustments for items paid by seller in advance 

(if applicable) Proration Dates:     

 

2 Adjustments for items unpaid by seller  

(Delinquent balance, resale fee, etc., if applicable)     

 

3 Prepayment of Dues paid by buyer      

4 Capital Contribution (if applicable)      

5 Membership/Resale Fee (if applicable)      

6 Other Fee: Transfer Fee  

     Check to: FirstService Residential     

 

7 Other Mandatory Fee: (specify)      

8 Other Mandatory Fee: (specify)       
 

Comments: 
 

 

Closing Agent Name: _______________________________________________________________________ 
 

Contact Number: ______________________________ Contact Email: ______________________________ 
 

Post-Closing Dept Contact Name: ____________________________________________________________ 
 

Contact Number: ______________________________ Contact Email: ______________________________ 





FirstService Residential
11351 Random Hills Road, Suite 500
Fairfax, VA 22030
(703) 385-1133 • Fax: (703) 591-5785

Certificate for Virginia HOA Resale AS-A75483

Crownleigh Community Association
This certificate has been prepared on September 20, 2022

on behalf of Frederick Lott and Eva Lott, owner(s) of
5712 Crownleigh Ct, Burke, VA 22015

All fees and costs for the Resale Certificate or Association Disclosure Packet shall be the personal obligation of the unit
owner or lot owner and shall be an assessment against the lot and collectible as any other assessment in accordance with
the provisions of the condominium instruments or declaration and 55.1-1833, if not paid at settlement or within 60 days of
the delivery of the Resale Certificate or Association Disclosure Packet, whichever occurs first.

This disclosure statement is provided pursuant to Section 55.1-1809 of the Virginia Property Owners' Association Act. The
Association shall deliver, within 14 days after receipt of a written request and instructions by a seller or his authorized agent,
an association disclosure packet as directed in the written request. The information contained in the association disclosure
packet shall be current as of the date specified on the association disclosure packet.

Any owner, either as seller or purchaser, should review carefully this Certificate of HOA Resale, including the statements
contained herein and all associated documents enclosed. Please consult with your real estate agent or attorney pertaining to
any specific questions or concerns.

1. The name of the Association and, if incorporated, the state in which the Association is incorporated and the name and
address of its registered agent in Virginia:

Name of Association: Crownleigh Community Association
If Incorporated, State of Incorporation: Virginia
Name of Registered Agent: Douglas J Sanderson
Address of Registered Agent: 11351 Random Hills Road, Suite 500, Fairfax, VA 22030

2. A statement of any expenditure of funds approved by the Association or the Board of Directors which shall require an
assessment in addition to the regular assessment during the current or the immediately succeeding fiscal year:

AT THIS TIME, THERE ARE NO APPROVED FUND EXPENDITURES THAT REQUIRE AN ASSESSMENT BEYOND THE REGULAR
ASSESSMENT.

3. A statement, including the amount of all assessments and any other mandatory fees or charges currently imposed by the
association, together with any post-closing fee charged by the common interest community manager, if any, and associated
with the purchase, disposition and maintenance of the lot and to the right of use of common areas, and the status of the
account:

Assessment: $266.25 due Quarterly on the 1st day of the payment period

Prepayment of Assessments: $266.25 amount due from buyer at closing, payable to Crownleigh Community
Association.

Interest per Annum: 10% per annum is imposed on payments not paid within 30 days.

Late Charge: 5% will be attached to any assessment received 60 day(s) after due date

Resale Disclosure Fee: $264.08 Fee is due at closing, payable to FirstService Residential

Post-Closing Account Setup Fee: $50.00 (Separate check, payable to FirstService Residential)

The following amount is the
balance for the lot as of
09/20/2022:

Total balance: $12.93 balance includes the 3rd quarter 2022 dues



FirstService Residential
11351 Random Hills Road, Suite 500
Fairfax, VA 22030
(703) 385-1133 • Fax: (703) 591-5785

Certificate for Virginia HOA Resale (continued) AS-A75483

Crownleigh Community Association
This certificate has been prepared on September 20, 2022

on behalf of Frederick Lott and Eva Lott, owner(s) of
5712 Crownleigh Ct, Burke, VA 22015

4. A statement of whether there is any other entity or facility to which the lot owner may be liable for fees and other charges:

NO PORTION OF THIS ASSOCIATION IS PART OF ANY OTHER ENTITY OR FACILITY TO WHICH THE UNIT OWNER IS LIABLE
FOR FEES OR OTHER CHARGES.

5. The current reserve study report or summary thereof, a statement of the status and amount of any reserve or replacement
fund and any portion of the fund allocated by the Board of Directors for a specified project:

The Board of Directors has the discretion to spend reserve funds for specific projects as the need arises. Such expenditures
(example: asphalt street repairs) are not normally placed before the membership for discussion, but are a part of the regular
business operations of the community. Any prospective purchaser can inquire with the management agent of Board of
Directors to ascertain any immediately pending projects within the community that would require the use of reserve funds.
The current status and amount of all reserve for replacement funds are itemized in the most recent fiscal year audit report
enclosed.

SEE ENCLOSED BUDGET, FINANCIAL STATEMENTS AND RESERVE STUDY.

6. A copy of the association's current budget or a summary thereof prepared by the association, and a copy of its statement of
income and expenses or statement of its financial position (balance sheet) for the last fiscal year for which such statement is
available, including a statement of the balance due of any outstanding loans of the association.

SEE ENCLOSED BUDGET AND FINANCIAL STATEMENTS.

7. A statement of the nature and status of any pending suit or unpaid judgment to which the Association is a party which either
could or would have a material impact on the Association or its members or which relates to the lot being purchased:

Unless indicated below, there are no pending suits or judgments other than delinquent account in collection cases.
Delinquent homeowners' accounts are in various stages of legal action including but not limited to demand letters, liens,
acceleration and lawsuits. The delinquency list of the Association is reflective of the past due accounts as of a specific date,
and is subject to change. Whether the accounts receivable listing is of material impact on the association of the owners is a
subjective issue. Any owner or prospective purchaser may inquire with the association or management agent for more details.

NONE NOTED AT THIS TIME.

8. A statement setting forth what insurance coverage is provided for all lot owners by the association, including the fidelity bond
maintained by the association, and what additional insurance would normally be secured by each individual lot owner:

The Association provides insurance coverage as required by the declaration, articles of incorporation, and bylaws. Copies of
the policies are available for inspection, or information is obtainable form the following insurance agent(s):

Insurance Company: State Farm
Agent: Art Brown, Jr
Address: 4921 Seminary, Road Alexandria, VA 22311
Phone: (703) 578-8992
Fax: (703) 578-8995

MEMBERS SHALL OBTAIN THEIR OWN INSURANCE COVERAGE ON THEIR LOTS AND HOMES.



FirstService Residential
11351 Random Hills Road, Suite 500
Fairfax, VA 22030
(703) 385-1133 • Fax: (703) 591-5785

Certificate for Virginia HOA Resale (continued) AS-A75483

Crownleigh Community Association
This certificate has been prepared on September 20, 2022

on behalf of Frederick Lott and Eva Lott, owner(s) of
5712 Crownleigh Ct, Burke, VA 22015

9. A statement that any improvement or alteration made to the lot, or uses made of the lot or common area assigned thereto
are or are not in violation of the declaration, bylaws, rules and regulations, architectural guidelines and articles of
incorporation, if any, of the association:

THERE ARE NO WRITTEN NOTICES OF VIOLATIONS OF THE GOVERNING DOCUMENTS FOR THIS ADDRESS IN OUR FILES
AS OF THIS DATE. THIS DOES NOT MEAN THAT THERE ARE NO VIOLATIONS AND IT DOES NOT PREVENT ACTION BY THE

ASSOCIATION FOR ANYTHING THAT MAY EXIST THAT IS A VIOLATION OF THE GOVERNING DOCUMENTS OF THE
ASSOCIATION.

10. A statement setting forth any restriction, limitation, or prohibition on the right of a lot owner to place a sign on the owner's lot
advertising the lot for sale:

ONE TEMPORARY REAL ESTATE SIGN NOT EXCEEDING SIX (6) SQUARE FEET IN AREA, MAY BE ERECTED UPON ANY LOT OR
ATTACHED TO ANY DWELLING PLACED UPON THE MARKET FOR SALE OR RENT. ANY SUCH TEMPORARY REAL ESTATE

SIGN SHALL BE REMOVED PROMPTLY FOLLOWING THE SALE OR RENTAL OF SUCH DWELLING.

11. A statement setting forth any restriction, limitation, or prohibition on the right of a lot owner to display any flag on the owner's
lot including, but not limited to reasonable restriction as to the size, place and manner of placement or display of such flag
and the installation of any flagpole or similar structure necessary to display such flag:

NONE NOTED AT THIS TIME.

12. A statement setting forth any restrictions as to the size, place, duration, or manner of placement or display of political signs
by a lot owner on his lot:

N/A

13. A statement setting forth any restriction, limitation, or prohibition on the right of a lot owner to install or use solar energy
collection devices on the owner's property:

DECLARATION ARTICLE VI, SECTION 1 (IN PART) READS: "... NO ... IMPROVEMENTS ... OR CHANGE ... UNTIL COMPLETE
PLANS AND SPECIFICIATIONS ... SHALL HAVE BEEN SUBMITTED TO AND APPROVED IN WRITING ... BY AN ARCHITECTURAL

CONTROL COMMITTEE.

14. A copy of the Association's declaration, articles of incorporation, bylaws, resolutions, and any rules and regulations or
architectural guidelines adopted by the Association:

SEE ENCLOSED DOCUMENTS.

15. A copy of any approved minutes of the board of directors and association meetings for the six calendar months preceding the
request for the disclosure packet:

SEE ENCLOSED DOCUMENTS.

16. A copy of the notice given to the lot owner by the association of any current or pending rule or architectural violation:

N/A



FirstService Residential
11351 Random Hills Road, Suite 500
Fairfax, VA 22030
(703) 385-1133 • Fax: (703) 591-5785

Certificate for Virginia HOA Resale (continued) AS-A75483

Crownleigh Community Association
This certificate has been prepared on September 20, 2022

on behalf of Frederick Lott and Eva Lott, owner(s) of
5712 Crownleigh Ct, Burke, VA 22015

17. A copy of the fully completed form developed by the Common Interest Community Board pursuant to Sec. 54.1-2350:

SEE ENCLOSED DOCUMENTS.

18. Certification that the association has filed with the Common Interest Community Board the annual report required by
§55.1-1835, which certification shall indicate the filing number assigned by the Common Interest Community Board, and the
expiration date of such filing:

THE ASSOCIATION HAS FILED WITH THE DEPARTMENT OF PROFESSIONAL AND OCCUPATIONAL REGULATION OF THE
COMMONWEALTH OF VIRGINIA. THE ASSOCIATION'S LICENSE NUMBER IS 0550-001221. THE LICENSE IS RENEWED ON AN

ANNUAL BASIS WITHIN THE MONTH PRIOR TO THE ANNUAL ASSOCIATION MEETING. THE EXPIRATION DATE IS:
05/31/2021.

19. A statement indicating any known project approvals currently in effect issued by secondary mortgage agencies:

THERE ARE NO KNOWN APPROVALS IN EFFECT.

20. In compliance with the requirements set forth in the Common Interest Community Board form developed in accordance with
54.1-2350 a copy of the association complaint procedure required by 18 VAC 48-70-60 and pursuant to 18 VAC 48-70-40 and
18 VAC 48-70-50 shall be enclosed with this packet.

SEE ENCLOSED DOCUMENTS.

This disclosure packet was prepared by the Association on 09/20/2022.

FirstService Residential

Failure to receive copies of an association disclosure packet shall not excuse any failure to comply with the provisions of the declaration, articles of incorporation,
bylaws, or rules or regulations. The disclosure packet shall be delivered in accordance with the written request and instructions of the seller or his authorized
agent, including whether the disclosure packet shall be delivered electronically or in hard copy and shall specify the complete contact information for the parties
to whom the disclosure packet shall be delivered. The disclosure packet required by this section, shall not, in and of itself, be deemed a security within the
meaning of § 13.1-501.



FirstService Residential
11351 Random Hills Road, Suite 500
Fairfax, VA 22030
(703) 385-1133 • Fax: (703) 591-5785

Acceptance of Resale Documents from WelcomeLink

Resale No.: AS-A75483

Owner Name: Frederick Lott & Eva Lott
Community Name: Crownleigh Community Association

Address: 5712 Crownleigh Ct
Burke, VA 22015

Requester Name: Kathy Woodcock / Wilson Auction Inc.
Requester Phone: 5406616211

Date Received at FirstService:

First Attempt to Contact Requester:

Second Attempt (if necessary):

Retrieved by:

Print Name

Signature

Date

THESE DOCUMENTS ARE TO BE HELD AT FIRSTSERVICE UNTIL THEY ARE
RETRIEVED BY THE REQUESTER OR OWNER



FirstService Residential
11351 Random Hills Road, Suite 500
Fairfax, VA 22030
(703) 385-1133 • Fax: (703) 591-5785

Additional Information

The Dues/Recurring Assessment listed above is for the current fiscal year. Fees are subject to change as new budgets are
finalized and/or special assessments are approved.



FirstService Residential
11351 Random Hills Road, Suite 500
Fairfax, VA 22030
(703) 385-1133 • Fax: (703) 591-5785

Certificate for Virginia HOA Resale AS-A75483

Crownleigh Community Association
This certificate has been prepared on September 20, 2022

on behalf of Frederick Lott and Eva Lott, owner(s) of
5712 Crownleigh Ct, Burke, VA 22015

Return Form

Buyer(s) Name(s):
Buyer Phone:
Buyer Email Address:

Buyer, please provide the following information regarding insurance policy.

Insurance Agent: Agent Phone Number:

Policy Number: Renew Date:

If your address is different from the purchase address above, please note below.

Address:

City, State Zip:

Purchaser acknowledges receipt of the Resale Certificate and relevant Governing Documents, which include the
Declarations/Mater Deed, Bylaws, Rules and Regulations, applicable to the unit property. If documents are lost or misplaced,
please contact the community manager to see how they may be replaced. Purchaser should contact the community manager
directly with regard to new or proposed resolutions, rule changes or governing document changes.

Purchaser understands and agrees that the Association will levy all assessments against the premises to be paid
monthly/quarterly/semiannually/annually by the purchaser, commencing from the closing date, to cover all costs of
ownership and common area property maintenance.

Purchaser acknowledges the need to undertake final verification with the Title Company and Association just prior to the
closing and the prudence of seeking advice of independent legal counsel.

Purchaser's Signature: Settlement Date:

Seller's Future Address (required, in case of refund):

Seller's Signature: Settlement Date:



FirstService Residential
11351 Random Hills Road, Suite 500
Fairfax, VA 22030
(703) 385-1133 • Fax: (703) 591-5785

Certificate for Virginia HOA Resale (continued) AS-A75483

Crownleigh Community Association
This certificate has been prepared on September 20, 2022

on behalf of Frederick Lott and Eva Lott, owner(s) of
5712 Crownleigh Ct, Burke, VA 22015

The following items are required to be returned to the address noted below within two (2) business days of the closing:

1. THE COMPLETE SIGNED ORIGINAL RESALE CERTIFICATE (3407/5407)
2. THE COMPLETED REMITTANCE PAGE (we cannot update the new owner until this is completed and returned)
3. COMPLETED CENSUS FORM
4. MONIES DUE (separate checks are required for each line item - must be certified funds)
5. AGE VERIFICATION (if applicable)
6. ONE OF THE FOLLOWING IS ALSO REQUIRED: HUD1, SETTLEMENT OR ALTA STATEMENT, OR DEED

Be sure to submit separate checks for all monies due, as noted on the Resale Certificate. If separate checks are not
received, the improper payment will be returned and separate checks will be requested. This will delay the transfer
process.



Crownleigh
Community
Disclosure Packet Notice
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Commonwealth of Virginia 

Common Interest Community Board 

Department of Professional and Occupational Regulation 

  

Post Office Box 29570 

Richmond, Virginia 23242-0570 

(804) 367-8510 

cic@dpor.virginia.gov 

www.dpor.virginia.gov 

Common Interest Community Board 

PROPERTY OWNERS’ ASSOCIATION DISCLOSURE PACKET NOTICE 

 
Section 54.1-2350 of the Code of Virginia requires that this form accompany disclosure 
packets issued pursuant to § 55.1-1809 of the Code of Virginia. 

 

The lot being purchased is in a development subject to the Property Owners' Association Act (“Act”).  Properties 

subject to the Act are considered “common interest communities” under the law.  Owning and living in a 

community governed by a common interest community association has benefits and obligations.  Upon 

accepting title to a lot within a community governed by a common interest community association, 

membership in the property owners’ association (“association”) is mandatory and automatic.  The Act specifies 

the contents of the disclosure packet, and fees that may be charged for preparation and distribution of the 

disclosure packet.   

 

In addition to information provided in the disclosure packet, the following are important considerations when 

purchasing a lot in a community governed by an association. 

 

Assessments 
 

Each owner is responsible for and obligated to pay regular assessments and, if applicable, other assessments, 

including special assessments, and other mandatory fees to ensure that the association’s financial requirements 

are met.  Assessments are mandatory, imposed by the association for expenses incurred for maintenance and 

services provided for the benefit of some or all of the lots, reserves for future expenditures, the maintenance, 

repair, and replacement of the common area, including for the construction or maintenance of stormwater 

management facilities, insurance, administrative expenses, and other costs and expenses established in the 

governing documents.  Failure or refusal to pay assessments and any other mandatory fees may result in 

imposition of late fees, interest, costs and attorney fees, recordation of a lien, filing a lawsuit and obtaining 
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judgment against the lot owner, foreclosing on the lot to enforce the lien, and other actions permitted by the 

governing documents and the Act. 

 

Declaration and Other Governing Documents 
 

Governing documents typically include a declaration, plats, articles of incorporation, bylaws, rules and 

regulations, and architectural standards or guidelines (“governing documents”).  The governing documents, 

association policies, and other information contained in the disclosure packet describe the basis for living in a 

community governed by a common interest community association.  The form of governance, nature and 

scope of services, as well as limitations on property use are addressed in the governing documents, and 

association policies.   

 

Owners have the responsibility, among other things, to comply with the restrictive covenants and association 

policies that outline what owners may and may not do on lots and common area.  Use of common area, 

financial obligations of owners and other rights, responsibilities and benefits associated with ownership in a 

common interest community are subject to the provisions of governing documents and association policies.  

Some decisions are made by the association board of directors, while other decisions are reserved to a vote of 

association members.  Failure to comply with the governing documents and association policies may result in 

monetary penalties, a lien against the lot, suspension of certain privileges, and legal action against the lot 

owner. 

   

Limitations 
 

The governing documents and association policies may establish limitations affecting use of individual lots and 

the common area.  While the limitations applicable to each association may vary from community to 

community, § 54.1-2350 of the Code of Virginia makes particular reference to the following.  The governing 

documents and association policies may establish: 

 

• Limitations on an owner’s ability to rent the lot. 

• Limitations on parking and storage of certain types of motor vehicles and boats within the community. 

• Limitations on maintenance of pets on a lot or in common areas. 

• Limitations on operation of a business within a dwelling unit on a lot. 

• Architectural restrictions applicable to an owner’s lot. 

• The period or length of time that the declarant (developer) may control membership on the board, 

make decisions on behalf of the association, and therefore operate the association. This period is often 
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referred to as the declarant control period.  At the conclusion of the declarant control period, control 

of the association is transferred to the members. 

 

This list does not represent all limitations that may affect lots within the common interest community. 

 

Important Notice for Purchasers 
 

The contract to purchase a lot within a community governed by a common interest community association is 

a legally binding document.  The purchaser may have the right to cancel the contract after receiving the 

disclosure packet.  

 

Information provided in this form is a summary of select matters to consider when purchasing a lot in a 

community governed by a common interest community association but should not be relied upon exclusively 

to understand the character and nature of the community and association. 

 

The purchaser is responsible for examining the information contained in and provided with the disclosure 

packet.  The purchaser shall carefully review the entire disclosure packet.  The purchaser may request an update 

of the disclosure packet. 

 

The contents of the disclosure packet control to the extent that there are any inconsistencies 

between this form and the disclosure packet. 
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The Disclosure Packet must include the following: 

 

1  
Association name, and if incorporated, the state of incorporation and the name and address 

of its  registered agent in Virginia; 

2  

A statement of any expenditures of funds approved by the association or the board of 

directors that shall require an assessment in addition to the regular assessment during the 

current year or the immediately succeeding fiscal year; 

3  

A statement, including the amount of all assessments and any other mandatory fees or 

charges currently imposed by the association, together with any post-closing fee charged by 

the common interest community manager, if any, and associated with the purchase, 

disposition, and maintenance of the lot and to the right of use of common areas, and the 

status of the account; 

4  
A statement of whether there is any other entity or facility to which the lot owner may be 

liable for fees or other charges; 

5  

The current reserve study report or  summary thereof, a statement of the status and amount 

of any reserve or replacement fund, and any portion of the fund allocated by the board of 

directors for a specified project; 

6  

A copy of the association’s current budget or a summary thereof prepared by the association, 

and a copy of its statement of income and expenses or statement of its financial position 

(balance sheet) for the last fiscal year for which such statement is available, including a 

statement of the balance due of any outstanding loans of the association; 

7  

A statement of the nature and status of any pending suit or unpaid judgment to which the 

association is a party and that either could or would have a material impact on the association 

or its members or that relates to the lot being purchased; 

8  

A statement setting forth what insurance coverage is provided for all lot owners by the 

association, including the fidelity bond maintained by the association, and what additional 

insurance would normally be secured by each individual lot owner; 

9  

A statement that any improvement or alteration made to the lot, or uses made of the lot or 

common area assigned thereto, are or are not in violation of any of the declaration, bylaws, 

rules and regulations, architectural guidelines and articles of incorporation, if any, of the 

association; 
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10  
A statement setting forth any restriction, limitation, or prohibition on the right of a lot owner 

to place a sign on the owner’s lot advertising the lot for sale; 

11  

A statement setting forth any restriction, limitation, or prohibition on the right of a lot owner 

to display any flag on the owner’s lot, including but not limited to reasonable restrictions as 

to the size, place, and manner of placement or display of such flag and the installation of any 

flagpole or similar structure necessary to display such flag;  

12  
A statement setting forth any restrictions as to the size, place, duration, or manner of 

placement or display of political signs by a lot owner on his lot. 

13  
A statement setting forth any restriction, limitation, or prohibition on the right of a lot owner 

to install or use solar energy collection devices on the owner’s property; 

14  
The current declaration, the association’s articles of incorporation and bylaws, and any rules 

and regulations or architectural guidelines adopted by the association; 

15  
Any approved minutes of the board of directors and association meetings for the six calendar 

months preceding the request for the disclosure packet; 

16  
The notice given to the lot owner by the association of any current or pending rule or 

architectural violation;  

17  
A copy of the fully completed form developed by the Common Interest Community Board 

pursuant to § 54.1-2350;  

18  

Certification that the association has filed with the Common Interest Community Board the 

annual report required by § 55.1-1835, which certification shall indicate the filing number 

assigned by the Common Interest Community Board and the expiration date of such filing; 

19  
A statement indicating any known project approvals currently in effect by secondary 

mortgage market agencies; and 

20  
The association complaint procedure required by 18 VAC 48-70-60 and pursuant to 18 VAC 

48-70-40 and 18 VAC 48-70-50. 

 





FirstService Residential
11351 Random Hills Road, Suite 500
Fairfax, VA 22030
(703) 385-1133 • Fax: (703) 591-5785

September 20, 2022

New Homeowner(s)
5712 Crownleigh Ct
Burke, VA 22015

Dear Homeowner:

Welcome to Crownleigh Community Association. FirstService Residential is the management agent for your association, and
we look forward to providing you with the services needed to make your new ownership experience rewarding.

Living within a community association can be very enjoyable. To be successful, the association needs your active participation
and cooperation, and we will always welcome your input. The voluntary contribution of your time will assist in developing and
maintaining the high standards and services that you desire for your community.

FirstService Residential maintains a current list of all owners in the community. Phone numbers are important for us in case
of an emergency. We urge you to complete the enclosed Owner Directory Form and return it to the letterhead address. This
information is for the exclusive use of your association and will not be disclosed to other parties. If you move from your home
but retain ownership, please inform us of your new address, and your tenant's information (names, contact numbers). All
owners are required to make an address change in writing. Name changes regarding ownership will require submission of
legal documentation (such as a copy of a marriage license, deed, divorce decree, court order, etc.).

Regular assessment fees are collected to fund the operating budget. These fees go toward the payment of services such as
community insurance, common grounds maintenance, legal services, administrative costs, management, capital reserves or
any other item contained in the budget. You will receive a coupon book to use when making your assessment payments.
FirstService Residential offers two additional alternatives for the payment of assessments: (1) a direct debit program where
the recurring assessments are automatically deducted from any bank account of your choosing (see enclosed information)
and (2) the PayLease program, which allows you to pay your assessments via credit card or e-check (see enclosed
information), by logging on to our website www.fsresidential.com. Any inquiry concerning your assessment account should be
directed to our Customer Service Team at (703) 385-1133.

Community association living is administered by a set of governing documents. These documents detail certain restrictions
that you should become familiar with. We wish to particularly point out that any changes you may be permitted to make to the
exterior of your home require prior written approval by the association. Any question on this matter, or the governing
documents in general, should be addressed to your community's manager.

We hope that this correspondence has been helpful in your orientation and acclimation to your new home. We look forward to
your participation in, and enjoyment of, the community.

Sincerely yours,

FirstService Residential

http://www.fsresidential.com


Dear Resident,

Welcome to FirstService Residential. As the managing agent for your community, we ask that 
you please review the following information on how we accept your payments. 

Resident Notice
PAYMENT & BILLING OPTIONS

Click Register and create your online profile with ClickPay

Connect Your Home using the account number found on your coupon or statement

Set up Automatic Payments or click Pay Now to make one-time payments

Manage & Pay Your Charges Online

1

www.ClickPay.com/FirstService

2

3

As the preferred way of accepting payments, we request that you create an account online 
with our provider, ClickPay. Through this convenient platform, you can view your balance 
due and make individual or automatic payments from your smartphone, tablet or other media 
device. 

Payments can be made online by e-check (ACH) from a bank account at no cost to you or 
by credit or debit card for a nominal fee. Get started by visiting the web address below and 
following the instructions listed:

For help with your account or setting up payments online, please contact ClickPay through 
their online help center at www.ClickPay.com/GetHelp.

Mailing Address for Payments

If you choose to submit your payments by paper check, money order or through your bank’s 
Online Bill Pay feature, please mail your payments to the address listed below.

Association Name
c/o FirstService Residential

P.O. Box 30403
Tampa, FL 33630-3403

Please make all checks payable to the entity listed on your statement or coupon, include the 
remittance slip with your payments, and write the account number found on your statement 
or coupon in the notes section of your check or Online Bill Pay settings.





FirstService Residential is pleased to announce the arrival of your highly anticipated community website

through Connect. Although some of the methods that the Association currently employs will still be used

to distribute information, this exciting new website provides an easy and helpful way to access pertinent

information about your community and your account. Your secure and fully-supported community website

is available anywhere you have Internet access.

WHAT YOU HAVE ACCESS TO 24 HOURS A DAY, 7 DAYS A WEEK

 Community Calendar  Amenity Reservation

 Community News & Events  Visitor Management

 Association Documents  Classified Ads

 Forms & Applications  Group/Committee Pages

 Work Order Submission Tracking

 Assessment History

 Direct Online Contact with FirstService
Residential

 Resident Directory

You have been assigned a unit-specific access code, which will allow you to log in and register with your
community’s website. Simply follow the instructions below.

HOW TO GET STARTED

1. In your Internet browser, enter http://dcmetro.fsrconnect.com/residentwelcome
2. Follow the on-screen prompts for Register without a Code option, by entering your e-mail

address.
3. You will be prompted to enter your Account number, Owner’s Last Name and E-mail address.
4. Follow the on-screen prompts to complete your registration.
5. Once you have completed the registration process, you will be redirected to the community

website.
6. Once on the website, be sure to update your contact information and designate which phone

number(s) and/or email address you wish to appear in the resident directory. Additional details
can be found on the site in Website News.

After you have completed the registration process, you can access the community website

anytime via the following URL:

http://dcmetro.fsrconnect.com/CrownleighCommunityAssociation

If you have any questions about this exciting new program, please do not hesitate to contact the FSR™ Team via
email at connect.dcmetro@fsresidential.com
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OWNER DIRECTORY FORM 

In the event of an emergency situation, the need for a current list of names and telephone numbers of owners and 

renters in each community is critical.  Please complete this form with the pertinent information and return it to 

FirstService Residential so that we may have this information on file.  This information will only be used by FirstService 

Residential and/or the Association, should the need arise to contact you. 

COMMUNITY NAME:            

OWNER(S) NAME:            

UNIT ADDRESS:            

              

E-MAIL:             

CO-OWNER E-MAIL:            

MAILING ADDRESS:  (IF DIFFERENT THAN UNIT ADDRESS) 

              

              

PHONE NUMBERS:       HOME              WORK      

                                 MOBILE            

 

TENANT INFORMATION (IF APPLICABLE): 

NAME(S):             

PHONE NUMBERS:       HOME              WORK      

                                  MOBILE       

E-MAIL ADDRESS:            

 

OWNER SIGNATURE:               DATE     

 
Please return completed form to: 

 

FirstService Residential 
11351 Random Hills Rd., Suite 500 

Fairfax, VA 22030 
Ph 703.385.1133  Fax 703.591.5785 

Email CustomerService.dcmetro@fsresidential.com 





FirstService Residential
11351 Random Hills Road, Suite 500
Fairfax, VA 22030
(703) 385-1133 • Fax: (703) 591-5785

September 20, 2022

New Homeowner(s)
5712 Crownleigh Ct
Burke, VA 22015

Dear Homeowner:

Welcome to Crownleigh Community Association. FirstService Residential is the management agent for your association, and
we look forward to providing you with the services needed to make your new ownership experience rewarding.

Living within a community association can be very enjoyable. To be successful, the association needs your active participation
and cooperation, and we will always welcome your input. The voluntary contribution of your time will assist in developing and
maintaining the high standards and services that you desire for your community.

FirstService Residential maintains a current list of all owners in the community. Phone numbers are important for us in case
of an emergency. We urge you to complete the enclosed Owner Directory Form and return it to the letterhead address. This
information is for the exclusive use of your association and will not be disclosed to other parties. If you move from your home
but retain ownership, please inform us of your new address, and your tenant's information (names, contact numbers). All
owners are required to make an address change in writing. Name changes regarding ownership will require submission of
legal documentation (such as a copy of a marriage license, deed, divorce decree, court order, etc.).

Regular assessment fees are collected to fund the operating budget. These fees go toward the payment of services such as
community insurance, common grounds maintenance, legal services, administrative costs, management, capital reserves or
any other item contained in the budget. You will receive a coupon book to use when making your assessment payments.
FirstService Residential offers two additional alternatives for the payment of assessments: (1) a direct debit program where
the recurring assessments are automatically deducted from any bank account of your choosing (see enclosed information)
and (2) the PayLease program, which allows you to pay your assessments via credit card or e-check (see enclosed
information), by logging on to our website www.fsresidential.com. Any inquiry concerning your assessment account should be
directed to our Customer Service Team at (703) 385-1133.

Community association living is administered by a set of governing documents. These documents detail certain restrictions
that you should become familiar with. We wish to particularly point out that any changes you may be permitted to make to the
exterior of your home require prior written approval by the association. Any question on this matter, or the governing
documents in general, should be addressed to your community's manager.

We hope that this correspondence has been helpful in your orientation and acclimation to your new home. We look forward to
your participation in, and enjoyment of, the community.

Sincerely yours,

FirstService Residential

http://www.fsresidential.com


Dear Resident,

Welcome to FirstService Residential. As the managing agent for your community, we ask that 
you please review the following information on how we accept your payments. 

Resident Notice
PAYMENT & BILLING OPTIONS

Click Register and create your online profile with ClickPay

Connect Your Home using the account number found on your coupon or statement

Set up Automatic Payments or click Pay Now to make one-time payments

Manage & Pay Your Charges Online

1

www.ClickPay.com/FirstService

2

3

As the preferred way of accepting payments, we request that you create an account online 
with our provider, ClickPay. Through this convenient platform, you can view your balance 
due and make individual or automatic payments from your smartphone, tablet or other media 
device. 

Payments can be made online by e-check (ACH) from a bank account at no cost to you or 
by credit or debit card for a nominal fee. Get started by visiting the web address below and 
following the instructions listed:

For help with your account or setting up payments online, please contact ClickPay through 
their online help center at www.ClickPay.com/GetHelp.

Mailing Address for Payments

If you choose to submit your payments by paper check, money order or through your bank’s 
Online Bill Pay feature, please mail your payments to the address listed below.

Association Name
c/o FirstService Residential

P.O. Box 30403
Tampa, FL 33630-3403

Please make all checks payable to the entity listed on your statement or coupon, include the 
remittance slip with your payments, and write the account number found on your statement 
or coupon in the notes section of your check or Online Bill Pay settings.





FirstService Residential
11351 Random Hills Road, Suite 500
Fairfax, VA 22030
(703) 385-1133 • Fax: (703) 591-5785

Certificate for Virginia HOA Resale AS-A75483

Crownleigh Community Association
This certificate has been prepared on September 20, 2022

on behalf of Frederick Lott and Eva Lott, owner(s) of
5712 Crownleigh Ct, Burke, VA 22015

All fees and costs for the Resale Certificate or Association Disclosure Packet shall be the personal obligation of the unit
owner or lot owner and shall be an assessment against the lot and collectible as any other assessment in accordance with
the provisions of the condominium instruments or declaration and 55.1-1833, if not paid at settlement or within 60 days of
the delivery of the Resale Certificate or Association Disclosure Packet, whichever occurs first.

This disclosure statement is provided pursuant to Section 55.1-1809 of the Virginia Property Owners' Association Act. The
Association shall deliver, within 14 days after receipt of a written request and instructions by a seller or his authorized agent,
an association disclosure packet as directed in the written request. The information contained in the association disclosure
packet shall be current as of the date specified on the association disclosure packet.

Any owner, either as seller or purchaser, should review carefully this Certificate of HOA Resale, including the statements
contained herein and all associated documents enclosed. Please consult with your real estate agent or attorney pertaining to
any specific questions or concerns.

1. The name of the Association and, if incorporated, the state in which the Association is incorporated and the name and
address of its registered agent in Virginia:

Name of Association: Crownleigh Community Association
If Incorporated, State of Incorporation: Virginia
Name of Registered Agent: Douglas J Sanderson
Address of Registered Agent: 11351 Random Hills Road, Suite 500, Fairfax, VA 22030

2. A statement of any expenditure of funds approved by the Association or the Board of Directors which shall require an
assessment in addition to the regular assessment during the current or the immediately succeeding fiscal year:

AT THIS TIME, THERE ARE NO APPROVED FUND EXPENDITURES THAT REQUIRE AN ASSESSMENT BEYOND THE REGULAR
ASSESSMENT.

3. A statement, including the amount of all assessments and any other mandatory fees or charges currently imposed by the
association, together with any post-closing fee charged by the common interest community manager, if any, and associated
with the purchase, disposition and maintenance of the lot and to the right of use of common areas, and the status of the
account:

Assessment: $266.25 due Quarterly on the 1st day of the payment period

Prepayment of Assessments: $266.25 amount due from buyer at closing, payable to Crownleigh Community
Association.

Interest per Annum: 10% per annum is imposed on payments not paid within 30 days.

Late Charge: 5% will be attached to any assessment received 60 day(s) after due date

Resale Disclosure Fee: $264.08 Fee is due at closing, payable to FirstService Residential

Post-Closing Account Setup Fee: $50.00 (Separate check, payable to FirstService Residential)

The following amount is the
balance for the lot as of
09/20/2022:

Total balance: $12.93 balance includes the 3rd quarter 2022 dues



FirstService Residential
11351 Random Hills Road, Suite 500
Fairfax, VA 22030
(703) 385-1133 • Fax: (703) 591-5785

Certificate for Virginia HOA Resale (continued) AS-A75483

Crownleigh Community Association
This certificate has been prepared on September 20, 2022

on behalf of Frederick Lott and Eva Lott, owner(s) of
5712 Crownleigh Ct, Burke, VA 22015

4. A statement of whether there is any other entity or facility to which the lot owner may be liable for fees and other charges:

NO PORTION OF THIS ASSOCIATION IS PART OF ANY OTHER ENTITY OR FACILITY TO WHICH THE UNIT OWNER IS LIABLE
FOR FEES OR OTHER CHARGES.

5. The current reserve study report or summary thereof, a statement of the status and amount of any reserve or replacement
fund and any portion of the fund allocated by the Board of Directors for a specified project:

The Board of Directors has the discretion to spend reserve funds for specific projects as the need arises. Such expenditures
(example: asphalt street repairs) are not normally placed before the membership for discussion, but are a part of the regular
business operations of the community. Any prospective purchaser can inquire with the management agent of Board of
Directors to ascertain any immediately pending projects within the community that would require the use of reserve funds.
The current status and amount of all reserve for replacement funds are itemized in the most recent fiscal year audit report
enclosed.

SEE ENCLOSED BUDGET, FINANCIAL STATEMENTS AND RESERVE STUDY.

6. A copy of the association's current budget or a summary thereof prepared by the association, and a copy of its statement of
income and expenses or statement of its financial position (balance sheet) for the last fiscal year for which such statement is
available, including a statement of the balance due of any outstanding loans of the association.

SEE ENCLOSED BUDGET AND FINANCIAL STATEMENTS.

7. A statement of the nature and status of any pending suit or unpaid judgment to which the Association is a party which either
could or would have a material impact on the Association or its members or which relates to the lot being purchased:

Unless indicated below, there are no pending suits or judgments other than delinquent account in collection cases.
Delinquent homeowners' accounts are in various stages of legal action including but not limited to demand letters, liens,
acceleration and lawsuits. The delinquency list of the Association is reflective of the past due accounts as of a specific date,
and is subject to change. Whether the accounts receivable listing is of material impact on the association of the owners is a
subjective issue. Any owner or prospective purchaser may inquire with the association or management agent for more details.

NONE NOTED AT THIS TIME.

8. A statement setting forth what insurance coverage is provided for all lot owners by the association, including the fidelity bond
maintained by the association, and what additional insurance would normally be secured by each individual lot owner:

The Association provides insurance coverage as required by the declaration, articles of incorporation, and bylaws. Copies of
the policies are available for inspection, or information is obtainable form the following insurance agent(s):

Insurance Company: State Farm
Agent: Art Brown, Jr
Address: 4921 Seminary, Road Alexandria, VA 22311
Phone: (703) 578-8992
Fax: (703) 578-8995

MEMBERS SHALL OBTAIN THEIR OWN INSURANCE COVERAGE ON THEIR LOTS AND HOMES.



FirstService Residential
11351 Random Hills Road, Suite 500
Fairfax, VA 22030
(703) 385-1133 • Fax: (703) 591-5785

Certificate for Virginia HOA Resale (continued) AS-A75483

Crownleigh Community Association
This certificate has been prepared on September 20, 2022

on behalf of Frederick Lott and Eva Lott, owner(s) of
5712 Crownleigh Ct, Burke, VA 22015

9. A statement that any improvement or alteration made to the lot, or uses made of the lot or common area assigned thereto
are or are not in violation of the declaration, bylaws, rules and regulations, architectural guidelines and articles of
incorporation, if any, of the association:

THERE ARE NO WRITTEN NOTICES OF VIOLATIONS OF THE GOVERNING DOCUMENTS FOR THIS ADDRESS IN OUR FILES
AS OF THIS DATE. THIS DOES NOT MEAN THAT THERE ARE NO VIOLATIONS AND IT DOES NOT PREVENT ACTION BY THE

ASSOCIATION FOR ANYTHING THAT MAY EXIST THAT IS A VIOLATION OF THE GOVERNING DOCUMENTS OF THE
ASSOCIATION.

10. A statement setting forth any restriction, limitation, or prohibition on the right of a lot owner to place a sign on the owner's lot
advertising the lot for sale:

ONE TEMPORARY REAL ESTATE SIGN NOT EXCEEDING SIX (6) SQUARE FEET IN AREA, MAY BE ERECTED UPON ANY LOT OR
ATTACHED TO ANY DWELLING PLACED UPON THE MARKET FOR SALE OR RENT. ANY SUCH TEMPORARY REAL ESTATE

SIGN SHALL BE REMOVED PROMPTLY FOLLOWING THE SALE OR RENTAL OF SUCH DWELLING.

11. A statement setting forth any restriction, limitation, or prohibition on the right of a lot owner to display any flag on the owner's
lot including, but not limited to reasonable restriction as to the size, place and manner of placement or display of such flag
and the installation of any flagpole or similar structure necessary to display such flag:

NONE NOTED AT THIS TIME.

12. A statement setting forth any restrictions as to the size, place, duration, or manner of placement or display of political signs
by a lot owner on his lot:

N/A

13. A statement setting forth any restriction, limitation, or prohibition on the right of a lot owner to install or use solar energy
collection devices on the owner's property:

DECLARATION ARTICLE VI, SECTION 1 (IN PART) READS: "... NO ... IMPROVEMENTS ... OR CHANGE ... UNTIL COMPLETE
PLANS AND SPECIFICIATIONS ... SHALL HAVE BEEN SUBMITTED TO AND APPROVED IN WRITING ... BY AN ARCHITECTURAL

CONTROL COMMITTEE.

14. A copy of the Association's declaration, articles of incorporation, bylaws, resolutions, and any rules and regulations or
architectural guidelines adopted by the Association:

SEE ENCLOSED DOCUMENTS.

15. A copy of any approved minutes of the board of directors and association meetings for the six calendar months preceding the
request for the disclosure packet:

SEE ENCLOSED DOCUMENTS.

16. A copy of the notice given to the lot owner by the association of any current or pending rule or architectural violation:

N/A



FirstService Residential
11351 Random Hills Road, Suite 500
Fairfax, VA 22030
(703) 385-1133 • Fax: (703) 591-5785

Certificate for Virginia HOA Resale (continued) AS-A75483

Crownleigh Community Association
This certificate has been prepared on September 20, 2022

on behalf of Frederick Lott and Eva Lott, owner(s) of
5712 Crownleigh Ct, Burke, VA 22015

17. A copy of the fully completed form developed by the Common Interest Community Board pursuant to Sec. 54.1-2350:

SEE ENCLOSED DOCUMENTS.

18. Certification that the association has filed with the Common Interest Community Board the annual report required by
§55.1-1835, which certification shall indicate the filing number assigned by the Common Interest Community Board, and the
expiration date of such filing:

THE ASSOCIATION HAS FILED WITH THE DEPARTMENT OF PROFESSIONAL AND OCCUPATIONAL REGULATION OF THE
COMMONWEALTH OF VIRGINIA. THE ASSOCIATION'S LICENSE NUMBER IS 0550-001221. THE LICENSE IS RENEWED ON AN

ANNUAL BASIS WITHIN THE MONTH PRIOR TO THE ANNUAL ASSOCIATION MEETING. THE EXPIRATION DATE IS:
05/31/2021.

19. A statement indicating any known project approvals currently in effect issued by secondary mortgage agencies:

THERE ARE NO KNOWN APPROVALS IN EFFECT.

20. In compliance with the requirements set forth in the Common Interest Community Board form developed in accordance with
54.1-2350 a copy of the association complaint procedure required by 18 VAC 48-70-60 and pursuant to 18 VAC 48-70-40 and
18 VAC 48-70-50 shall be enclosed with this packet.

SEE ENCLOSED DOCUMENTS.

This disclosure packet was prepared by the Association on 09/20/2022.

FirstService Residential

Failure to receive copies of an association disclosure packet shall not excuse any failure to comply with the provisions of the declaration, articles of incorporation,
bylaws, or rules or regulations. The disclosure packet shall be delivered in accordance with the written request and instructions of the seller or his authorized
agent, including whether the disclosure packet shall be delivered electronically or in hard copy and shall specify the complete contact information for the parties
to whom the disclosure packet shall be delivered. The disclosure packet required by this section, shall not, in and of itself, be deemed a security within the
meaning of § 13.1-501.



FirstService Residential
11351 Random Hills Road, Suite 500
Fairfax, VA 22030
(703) 385-1133 • Fax: (703) 591-5785

Acceptance of Resale Documents from WelcomeLink

Resale No.: AS-A75483

Owner Name: Frederick Lott & Eva Lott
Community Name: Crownleigh Community Association

Address: 5712 Crownleigh Ct
Burke, VA 22015

Requester Name: Kathy Woodcock / Wilson Auction Inc.
Requester Phone: 5406616211

Date Received at FirstService:

First Attempt to Contact Requester:

Second Attempt (if necessary):

Retrieved by:

Print Name

Signature

Date

THESE DOCUMENTS ARE TO BE HELD AT FIRSTSERVICE UNTIL THEY ARE
RETRIEVED BY THE REQUESTER OR OWNER



FirstService Residential
11351 Random Hills Road, Suite 500
Fairfax, VA 22030
(703) 385-1133 • Fax: (703) 591-5785

Additional Information

The Dues/Recurring Assessment listed above is for the current fiscal year. Fees are subject to change as new budgets are
finalized and/or special assessments are approved.



FirstService Residential
11351 Random Hills Road, Suite 500
Fairfax, VA 22030
(703) 385-1133 • Fax: (703) 591-5785

Certificate for Virginia HOA Resale AS-A75483

Crownleigh Community Association
This certificate has been prepared on September 20, 2022

on behalf of Frederick Lott and Eva Lott, owner(s) of
5712 Crownleigh Ct, Burke, VA 22015

Return Form

Buyer(s) Name(s):
Buyer Phone:
Buyer Email Address:

Buyer, please provide the following information regarding insurance policy.

Insurance Agent: Agent Phone Number:

Policy Number: Renew Date:

If your address is different from the purchase address above, please note below.

Address:

City, State Zip:

Purchaser acknowledges receipt of the Resale Certificate and relevant Governing Documents, which include the
Declarations/Mater Deed, Bylaws, Rules and Regulations, applicable to the unit property. If documents are lost or misplaced,
please contact the community manager to see how they may be replaced. Purchaser should contact the community manager
directly with regard to new or proposed resolutions, rule changes or governing document changes.

Purchaser understands and agrees that the Association will levy all assessments against the premises to be paid
monthly/quarterly/semiannually/annually by the purchaser, commencing from the closing date, to cover all costs of
ownership and common area property maintenance.

Purchaser acknowledges the need to undertake final verification with the Title Company and Association just prior to the
closing and the prudence of seeking advice of independent legal counsel.

Purchaser's Signature: Settlement Date:

Seller's Future Address (required, in case of refund):

Seller's Signature: Settlement Date:



FirstService Residential
11351 Random Hills Road, Suite 500
Fairfax, VA 22030
(703) 385-1133 • Fax: (703) 591-5785

Certificate for Virginia HOA Resale (continued) AS-A75483

Crownleigh Community Association
This certificate has been prepared on September 20, 2022

on behalf of Frederick Lott and Eva Lott, owner(s) of
5712 Crownleigh Ct, Burke, VA 22015

The following items are required to be returned to the address noted below within two (2) business days of the closing:

1. THE COMPLETE SIGNED ORIGINAL RESALE CERTIFICATE (3407/5407)
2. THE COMPLETED REMITTANCE PAGE (we cannot update the new owner until this is completed and returned)
3. COMPLETED CENSUS FORM
4. MONIES DUE (separate checks are required for each line item - must be certified funds)
5. AGE VERIFICATION (if applicable)
6. ONE OF THE FOLLOWING IS ALSO REQUIRED: HUD1, SETTLEMENT OR ALTA STATEMENT, OR DEED

Be sure to submit separate checks for all monies due, as noted on the Resale Certificate. If separate checks are not
received, the improper payment will be returned and separate checks will be requested. This will delay the transfer
process.



Crownleigh
Community
Disclosure Packet Notice
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the association disclosure packet required by § 55.1-1809 of the Code of Virginia. Effective 7/01/2020 
 
Page 1 of 5 

Commonwealth of Virginia 

Common Interest Community Board 

Department of Professional and Occupational Regulation 

  

Post Office Box 29570 

Richmond, Virginia 23242-0570 

(804) 367-8510 

cic@dpor.virginia.gov 

www.dpor.virginia.gov 

Common Interest Community Board 

PROPERTY OWNERS’ ASSOCIATION DISCLOSURE PACKET NOTICE 

 
Section 54.1-2350 of the Code of Virginia requires that this form accompany disclosure 
packets issued pursuant to § 55.1-1809 of the Code of Virginia. 

 

The lot being purchased is in a development subject to the Property Owners' Association Act (“Act”).  Properties 

subject to the Act are considered “common interest communities” under the law.  Owning and living in a 

community governed by a common interest community association has benefits and obligations.  Upon 

accepting title to a lot within a community governed by a common interest community association, 

membership in the property owners’ association (“association”) is mandatory and automatic.  The Act specifies 

the contents of the disclosure packet, and fees that may be charged for preparation and distribution of the 

disclosure packet.   

 

In addition to information provided in the disclosure packet, the following are important considerations when 

purchasing a lot in a community governed by an association. 

 

Assessments 
 

Each owner is responsible for and obligated to pay regular assessments and, if applicable, other assessments, 

including special assessments, and other mandatory fees to ensure that the association’s financial requirements 

are met.  Assessments are mandatory, imposed by the association for expenses incurred for maintenance and 

services provided for the benefit of some or all of the lots, reserves for future expenditures, the maintenance, 

repair, and replacement of the common area, including for the construction or maintenance of stormwater 

management facilities, insurance, administrative expenses, and other costs and expenses established in the 

governing documents.  Failure or refusal to pay assessments and any other mandatory fees may result in 

imposition of late fees, interest, costs and attorney fees, recordation of a lien, filing a lawsuit and obtaining 
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judgment against the lot owner, foreclosing on the lot to enforce the lien, and other actions permitted by the 

governing documents and the Act. 

 

Declaration and Other Governing Documents 
 

Governing documents typically include a declaration, plats, articles of incorporation, bylaws, rules and 

regulations, and architectural standards or guidelines (“governing documents”).  The governing documents, 

association policies, and other information contained in the disclosure packet describe the basis for living in a 

community governed by a common interest community association.  The form of governance, nature and 

scope of services, as well as limitations on property use are addressed in the governing documents, and 

association policies.   

 

Owners have the responsibility, among other things, to comply with the restrictive covenants and association 

policies that outline what owners may and may not do on lots and common area.  Use of common area, 

financial obligations of owners and other rights, responsibilities and benefits associated with ownership in a 

common interest community are subject to the provisions of governing documents and association policies.  

Some decisions are made by the association board of directors, while other decisions are reserved to a vote of 

association members.  Failure to comply with the governing documents and association policies may result in 

monetary penalties, a lien against the lot, suspension of certain privileges, and legal action against the lot 

owner. 

   

Limitations 
 

The governing documents and association policies may establish limitations affecting use of individual lots and 

the common area.  While the limitations applicable to each association may vary from community to 

community, § 54.1-2350 of the Code of Virginia makes particular reference to the following.  The governing 

documents and association policies may establish: 

 

• Limitations on an owner’s ability to rent the lot. 

• Limitations on parking and storage of certain types of motor vehicles and boats within the community. 

• Limitations on maintenance of pets on a lot or in common areas. 

• Limitations on operation of a business within a dwelling unit on a lot. 

• Architectural restrictions applicable to an owner’s lot. 

• The period or length of time that the declarant (developer) may control membership on the board, 

make decisions on behalf of the association, and therefore operate the association. This period is often 
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referred to as the declarant control period.  At the conclusion of the declarant control period, control 

of the association is transferred to the members. 

 

This list does not represent all limitations that may affect lots within the common interest community. 

 

Important Notice for Purchasers 
 

The contract to purchase a lot within a community governed by a common interest community association is 

a legally binding document.  The purchaser may have the right to cancel the contract after receiving the 

disclosure packet.  

 

Information provided in this form is a summary of select matters to consider when purchasing a lot in a 

community governed by a common interest community association but should not be relied upon exclusively 

to understand the character and nature of the community and association. 

 

The purchaser is responsible for examining the information contained in and provided with the disclosure 

packet.  The purchaser shall carefully review the entire disclosure packet.  The purchaser may request an update 

of the disclosure packet. 

 

The contents of the disclosure packet control to the extent that there are any inconsistencies 

between this form and the disclosure packet. 
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The Disclosure Packet must include the following: 

 

1  
Association name, and if incorporated, the state of incorporation and the name and address 

of its  registered agent in Virginia; 

2  

A statement of any expenditures of funds approved by the association or the board of 

directors that shall require an assessment in addition to the regular assessment during the 

current year or the immediately succeeding fiscal year; 

3  

A statement, including the amount of all assessments and any other mandatory fees or 

charges currently imposed by the association, together with any post-closing fee charged by 

the common interest community manager, if any, and associated with the purchase, 

disposition, and maintenance of the lot and to the right of use of common areas, and the 

status of the account; 

4  
A statement of whether there is any other entity or facility to which the lot owner may be 

liable for fees or other charges; 

5  

The current reserve study report or  summary thereof, a statement of the status and amount 

of any reserve or replacement fund, and any portion of the fund allocated by the board of 

directors for a specified project; 

6  

A copy of the association’s current budget or a summary thereof prepared by the association, 

and a copy of its statement of income and expenses or statement of its financial position 

(balance sheet) for the last fiscal year for which such statement is available, including a 

statement of the balance due of any outstanding loans of the association; 

7  

A statement of the nature and status of any pending suit or unpaid judgment to which the 

association is a party and that either could or would have a material impact on the association 

or its members or that relates to the lot being purchased; 

8  

A statement setting forth what insurance coverage is provided for all lot owners by the 

association, including the fidelity bond maintained by the association, and what additional 

insurance would normally be secured by each individual lot owner; 

9  

A statement that any improvement or alteration made to the lot, or uses made of the lot or 

common area assigned thereto, are or are not in violation of any of the declaration, bylaws, 

rules and regulations, architectural guidelines and articles of incorporation, if any, of the 

association; 
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10  
A statement setting forth any restriction, limitation, or prohibition on the right of a lot owner 

to place a sign on the owner’s lot advertising the lot for sale; 

11  

A statement setting forth any restriction, limitation, or prohibition on the right of a lot owner 

to display any flag on the owner’s lot, including but not limited to reasonable restrictions as 

to the size, place, and manner of placement or display of such flag and the installation of any 

flagpole or similar structure necessary to display such flag;  

12  
A statement setting forth any restrictions as to the size, place, duration, or manner of 

placement or display of political signs by a lot owner on his lot. 

13  
A statement setting forth any restriction, limitation, or prohibition on the right of a lot owner 

to install or use solar energy collection devices on the owner’s property; 

14  
The current declaration, the association’s articles of incorporation and bylaws, and any rules 

and regulations or architectural guidelines adopted by the association; 

15  
Any approved minutes of the board of directors and association meetings for the six calendar 

months preceding the request for the disclosure packet; 

16  
The notice given to the lot owner by the association of any current or pending rule or 

architectural violation;  

17  
A copy of the fully completed form developed by the Common Interest Community Board 

pursuant to § 54.1-2350;  

18  

Certification that the association has filed with the Common Interest Community Board the 

annual report required by § 55.1-1835, which certification shall indicate the filing number 

assigned by the Common Interest Community Board and the expiration date of such filing; 

19  
A statement indicating any known project approvals currently in effect by secondary 

mortgage market agencies; and 

20  
The association complaint procedure required by 18 VAC 48-70-60 and pursuant to 18 VAC 

48-70-40 and 18 VAC 48-70-50. 

 





PLEASE NOTE This package contains the most recent documents on file with the Resale
and Lender Processing Department on the date requested, and may not include all
relevant legal and financial information available for this Association. No representation
is made by FirstService Residential, WelcomeLink, or their affiliates with respect to the
accuracy and completeness of this information. Before taking any action in reliance
upon the information contained herein, please consult qualified legal counsel and/or the
legal instruments of the Association as recorded and filed with the appropriate
governmental authority or jurisdiction.
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OWNER DIRECTORY FORM 

In the event of an emergency situation, the need for a current list of names and telephone numbers of owners and 

renters in each community is critical.  Please complete this form with the pertinent information and return it to 

FirstService Residential so that we may have this information on file.  This information will only be used by FirstService 

Residential and/or the Association, should the need arise to contact you. 

COMMUNITY NAME:            

OWNER(S) NAME:            

UNIT ADDRESS:            

              

E-MAIL:             

CO-OWNER E-MAIL:            

MAILING ADDRESS:  (IF DIFFERENT THAN UNIT ADDRESS) 

              

              

PHONE NUMBERS:       HOME              WORK      

                                 MOBILE            

 

TENANT INFORMATION (IF APPLICABLE): 

NAME(S):             

PHONE NUMBERS:       HOME              WORK      

                                  MOBILE       

E-MAIL ADDRESS:            

 

OWNER SIGNATURE:               DATE     

 
Please return completed form to: 

 

FirstService Residential 
11351 Random Hills Rd., Suite 500 

Fairfax, VA 22030 
Ph 703.385.1133  Fax 703.591.5785 

Email CustomerService.dcmetro@fsresidential.com 
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 CROWNLEIGH

Operation Budget

January 01, 2018 - December 31, 2018

2017 2018

APPROVED APPROVED

BUDGET BUDGET

  MAIN 

INCOME:   

ASSESSMENT INCOME 1 135,360$         135,360$         

INTEREST INTEREST 2 325                  400                  

LATE CHG INCOME 3 650                  750                  

LEGAL CHG INCOME 4 4,000               1,000               

BAD DEBT RECOVERY 5 -                       1,000               

MISC INC RESALE DISCL CHGS 6 350                  675                  

TOTAL INCOME  140,685$         139,185$         

    

EXPENSES:    

    

ADMINISTRATIVE:    

MANAGEMENT FEES 7 8,800               9,240               

INSURANCE 8 4,250               4,800               

LEGAL 9 7,000               4,000               

AUDIT/TAX PREP ## 2,500               2,500               

MISC ADMIN OTHER ## 3,000               3,000               

MISC ADMIN COLLECTIONS EXPENSE ## 1,000               1,500               

MISC ADMIN RESALE DISCLOSURES ## 350                  675                  

MISC ADMIN REGISTRATION FEES ## 25                    -                       

TOTAL ADMINISTRATIVE  26,925$           25,715$           

    

UTILITIES:    

ELECTRICITY ## 3,000               3,000               

PHONE ## 475                  480                  

TOTAL UTILITIES  3,475$             3,480$             

    

OPERATING:    

TREE WORK ## 5,000               9,000               

COMMON AREA MNT ## 7,000               8,000               

MISC OPERATING ## 1,000               1,050               

TOTAL OPERATING  13,000$           18,050$           

    

CONTRACTED SERVICES:    

TRASH REMOVAL ## 25,500             25,000             

SNOW REMOVAL ## 7,000               7,000               

GROUNDS MAINTENANCE ## 21,000             21,822             

TOTAL CONTRACTED SERVICES  53,500$           53,822$           

    

TAXES AND RELATED:    

REGISTERED AGENT ## 250                  -                       

LICENSES/PERMITS/FEE ## 150                  109                  

TOTAL TAXES AND RELATED  400$                109$                

    



 CROWNLEIGH

Operation Budget

January 01, 2018 - December 31, 2018

2017 2018

APPROVED APPROVED

BUDGET BUDGET

AMENITIES/COMMUNITY PROGRAMS:    

SOCIAL ## 638                  1,060               

TOTAL AMENITIES/COMMUNITY PROG  638$                1,060$             

    

RESERVES:    

RESERVES REPLACEMENT RESERVES ## 42,747             36,949             

TOTAL RESERVES  42,747$           36,949$           

    

TOTAL EXPENSES AND RESERVES  140,685$         139,185$         

    

NET EXCESS/(DEFICIT)  -                       -                       
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ANY PROPRIETOR/PARTNER/EXECUTIVE
OFFICER/MEMBER EXCLUDED?

INSR ADDL SUBR
LTR INSD WVD

PRODUCER CONTACT
NAME:

FAXPHONE
(A/C, No):(A/C, No, Ext):

E-MAIL
ADDRESS:

INSURER A :

INSURED INSURER B :

INSURER C :

INSURER D :

INSURER E :

INSURER F :

POLICY NUMBER POLICY EFF POLICY EXPTYPE OF INSURANCE LIMITS(MM/DD/YYYY) (MM/DD/YYYY)

AUTOMOBILE LIABILITY

UMBRELLA LIAB

EXCESS LIAB

WORKERS COMPENSATION
AND EMPLOYERS' LIABILITY

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES  (ACORD 101, Additional Remarks Schedule, may be attached if more space is required)

AUTHORIZED REPRESENTATIVE

EACH OCCURRENCE $
DAMAGE TO RENTEDCLAIMS-MADE OCCUR $PREMISES (Ea occurrence)

MED EXP (Any one person) $

PERSONAL & ADV INJURY $

GEN'L AGGREGATE LIMIT APPLIES PER: GENERAL AGGREGATE $
PRO-POLICY LOC PRODUCTS - COMP/OP AGGJECT 

OTHER: $
COMBINED SINGLE LIMIT

$(Ea accident)

ANY AUTO BODILY INJURY (Per person) $
OWNED SCHEDULED

BODILY INJURY (Per accident) $AUTOS ONLY AUTOS
HIRED NON-OWNED PROPERTY DAMAGE

$AUTOS ONLY AUTOS ONLY (Per accident)

$

OCCUR EACH OCCURRENCE
CLAIMS-MADE AGGREGATE $

DED RETENTION $
PER OTH-
STATUTE ER

E.L. EACH ACCIDENT

E.L. DISEASE - EA EMPLOYEE $
If yes, describe under

E.L. DISEASE - POLICY LIMITDESCRIPTION OF OPERATIONS below

INSURER(S) AFFORDING COVERAGE NAIC #

COMMERCIAL GENERAL LIABILITY

Y / N
N / A

(Mandatory in NH)

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE    EXPIRATION    DATE    THEREOF,    NOTICE   WILL   BE   DELIVERED   IN
ACCORDANCE WITH THE POLICY PROVISIONS.

THIS  IS  TO  CERTIFY  THAT  THE  POLICIES  OF  INSURANCE  LISTED  BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED.    NOTWITHSTANDING  ANY  REQUIREMENT,  TERM  OR  CONDITION  OF  ANY  CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE  MAY  BE  ISSUED  OR  MAY  PERTAIN,  THE  INSURANCE  AFFORDED  BY  THE  POLICIES  DESCRIBED  HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

THIS  CERTIFICATE  IS  ISSUED  AS  A  MATTER  OF  INFORMATION  ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE  DOES  NOT  AFFIRMATIVELY  OR  NEGATIVELY  AMEND,  EXTEND  OR  ALTER  THE  COVERAGE  AFFORDED  BY THE POLICIES
BELOW.    THIS  CERTIFICATE  OF  INSURANCE  DOES  NOT  CONSTITUTE  A  CONTRACT  BETWEEN  THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT:    If  the  certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed.
If  SUBROGATION  IS  WAIVED,  subject  to  the  terms and conditions of the policy, certain policies may require an endorsement.  A statement on
this certificate does not confer rights to the certificate holder in lieu of such endorsement(s).

COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:

CERTIFICATE HOLDER CANCELLATION

© 1988-2015 ACORD CORPORATION.  All rights reserved.ACORD 25 (2016/03)

CERTIFICATE OF LIABILITY INSURANCE DATE (MM/DD/YYYY)

$

$

$

$

$

The ACORD name and logo are registered marks of ACORD

06/23/2017

(703) 667-5940 (703) 991-4838

26271

Crownleigh Community Association c/o FirstService 
Residential
11351 Random Rd Hills Rd Ste 500
Fairfax, VA 22030

20443

A 1,000,000

Q43-0155410 07/01/2017 07/01/2018 1,000,000
5,000

1,000,000
2,000,000
2,000,000

B Directors & Officers 0598963251 07/01/2017 07/01/2018 Deductible: $1,000 1,000,000

Coverages:
Policy Q43-0155410 effective 7/1/17-7/1/18 Contains $226,000 with a $1,000 Deductible for HOA, Clubhouse, Common Area and Playground located at 
Castlebury Ct Burke, VA 22015
Chlemsford Ct. Burke, VA 22015, Crownleigh Ct. Burke, VA 22015, Lake Braddock Dr Burke, VA 22015, Sutherland Ct. Burke, VA 22015

Proof of Insurance

CROWCOM-01 CWHOOLERY

Preferred Insurance Services, Inc
4035 Ridge Top Road, Suite 150
Fairfax, VA 22030

Certificate Department

certs@preferins.com

Erie Insurance Exchange
Continental Casualty Company

X
X

X
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CROWNLEIGH COMMUNITY ASSOCIATION  
 
BURKE, VIRGINIA 22009-0286 
 
 I.  AUTHORITY 
 
A. The Board of Directors is empowered to enforce parking regulations by Commonwealth of 
Virginia (Code 1950), Sec. 46.1-551 and the governing documents of the CCA. 
 
B. Article VI, Section 9 of the Covenants and Restrictions of the Crownleigh Community 
Association provides authority for assignments of parking spaces as detailed below: 
 
Parking upon the common areas may be regulated by the Board of Directors and parking 
spaces may initially be assigned by the Declarant and thereafter by the Board of Directors of the 
Association or by such Committee as the Board of Directors may designate for that purpose. In 
the event parking spaces upon the common areas are assigned as aforesaid, then no member 
shall make use of any parking space other than the space or spaces assigned to his lot by the 
Board of Directors without the express written consent of the Board of Directors of the 
Association, nor shall any member invite, encourage or permit the use of his guests of parking 
spaces assigned to lots other than his own. No vehicle belonging to any member, or to any 
guest or employee of any member, shall be parked in a manner which unreasonably interferes 
with or impedes ready vehicular access to any other parking space upon the common areas. 
The Association, through its Board of Directors, shall specifically have the right to regulate and 
restrict the parking of commercial vehicles on the Common Area. Nothing shall be stored upon 
any of the parking areas nor shall the same be permitted to accumulate trash or debris. In the 
event the Board of Directors elects to assign parking spaces upon the common areas as herein 
provided for, then the Board of Directors may make reasonable adjustments to accommodate 
the elderly and the handicapped. 
 
C. In accordance with Article VI, Section 9, of the Covenants and Restrictions of the Crownleigh 
Community Association, the Board of Directors do hereby establish the following parking 
regulations, dated November 6, 1986 and as amended herein by vote of the Board of Directors. 
 
D. The Board of Directors reserves the power to establish, make, and enforce compliance with 
these and such additional parking and vehicle utilization rules as may be necessary for the 
safety, use, and occupancy of the Crownleigh Community Association common grounds, with 
the further right to amend same from time to time, after giving due notice to all occupants. 
 
II. ENTITLEMENTS 
 
A. Parking in Crownleigh Community Association is assigned by a space numbering system, 
with each unit entitled to two spaces. Insofar as possible, spaces are assigned as close to the 
unit as possible within the limits imposed by the parking design. 
 
B. Overflow parking is permitted along curbs within the community where there are no fire lanes 
or posted parking restrictions. 
 
C. The 18 visitor spaces in the community are marked as VISITOR parking and should be used 
by residents’ visitors (refer to III Restrictions, Section E) for parking, as defined below. 
 
III. RESTRICTIONS 



 
A. Assigned parking spaces shall not be used for any purpose other than to park currently 
licensed and registered vehicles defined as any conventional passenger car, motorcycle, van, 
and truck of less than 3 tons (6,000 lb.) gross vehicle weight. All vehicles must have appropriate 
inspection and safety stickers and current year registration as required by law. No oversized 
vehicle (a vehicle wider than and/or substantially longer than a standard parking space) may 
park on the premises. Vehicles shall not be parked anywhere on the property (defined as 
tangible property, including real estate and material owned by the CCA) other than in marked 
parking spaces (including not on private property in the development). Oversized vehicles 
parked on the premises will be subject to citation by the Association. Owners of cited oversized 
vehicles have 12 hours from the time of the citation to remove the cited vehicle from the 
premises or the vehicle will be towed at the owner’s expense and risk. 
 
B. As provided in Article VI, Section 6.d. of the Crownleigh Community Association Covenants 
and Restrictions: 
 
No junk vehicle, trailer, camper, camp truck, house trailer, boat, or other similar machinery or 
equipment of any kind or character (except for such equipment and machinery as may be 
reasonable, customary and usual in connection with the use and maintenance of the dwelling 
and except for such equipment and machinery as the Association may require in connection 
with the maintenance and operation of the common areas and community facilities) shall be 
kept upon the Property nor (except for bona fide emergencies) shall the repair or extraordinary 
maintenance of automobiles or other vehicles be carried out thereon. The association may, in 
the discretion of the Architectural Control Committee, provide and maintain a suitable area 
designed for the parking of such vehicles or the like. 
 
C. No signs, initials, numbers, or any additions or alterations to parking spaces may be painted 
or displayed by any occupant. This does not apply to the uniform numbering system applied to 
all assigned parking spaces by the Association acting through the Board. 
 
D. There will be no parking on grassy areas or sidewalks. Parked vehicles should not block the 
normal flow or use of the roadway, sidewalk, or unassigned parking spaces. 
 
E. Visitor spaces are set aside for residents’ guests ONLY. Visitors are defined as those guests 
who stay no longer than 48 hours. Residents may park their vehicles in visitor spaces on a 
temporary basis only in emergencies or if assigned resident space is illegally occupied by 
another resident or guest. In such event, the resident concerned should notify a member of the 
Board via email at ccaboard@gmail.com. However, in no instance shall the resident affected 
park his/her vehicle in an assigned space other than his/her own for any reason, or in a visitors 
space for more than 12 hours per each such event. 
 
Residents who observe violations of visitor parking should report details to a member of the 
Board via email at ccaboard@gmail.com. The Board member so notified will then investigate 
the report and make a reasonable attempt to locate the owner. If the owner cannot be located, a 
Rules Violation Notice will be issued and Enforcement Procedures (section V) will be followed.  
 
F. Parking in fire lanes is illegal and vehicles so parked will be brought to the attention of the 
Fairfax County Police for ticketing or potential towing at the owner's expense. 
 
G. Vehicles will not be stored in the complex. Any vehicle not moved for a period of 30 days is 
considered a stored vehicle and is prohibited. Occupants who will be away for more than 30 



consecutive days must inform a member of the Board via email at ccaboard@gmail.com. 
 
IV. RESPONSIBILITIES 
 
A. In order to make the best use of all available parking, residents are strongly encouraged to 
share their unused parking spaces on a mutually agreeable basis. Spaces may be unused due 
to temporary conditions such as vacations, or out of town business trips, or they may be unused 
due to the resident of some units having only one vehicle to park. It is illegal to charge or 
otherwise stipulate payment for slots assigned to a resident which is used upon permission by 
another resident. 
 
B. When a resident finds someone parking in his/her assigned space(s), he/she should make a 
reasonable effort to get the vehicle removed from the slot by informing the operator of the 
vehicle that they are parking in an assigned parking space. The owner of the assigned space is 
not empowered to use any physical force to in any way disable the vehicle. (Refer to Section V. 
A. for Enforcement Procedures)  
 
C. New residents should contact a member of the Board via email at ccaboard@gmail.com to 
obtain the parking spaces assigned to his/her townhouse. 
 
V. ENFORCEMENT PROCEDURES 
 
A. When the owner of an assigned space made reasonable efforts to identify the owner of the 
illegally parked vehicle and cannot or is unable to get the operator of said vehicle to remove it, 
he/she should then contact a member of the Board via email at ccaboard@gmail.com and 
inform him/her of the circumstances. 
 
B. In response to a resident’s complaint, either concerning a vehicle parked illegally in the 
resident’s parking space, or concerning a vehicle parked illegally in a visitor space, the Board 
member contacted will verify the vehicle is in violation of the Regulations. 
 
C. If the vehicle is in violation of any of the Regulations the Board member will issue a 
community-controlled Rules Violation Notice. Rules Violation Notices are to be made out in 
duplicate. One copy will be attached to the illegally parked vehicle and the second will be 
retained, (i.e., scanned/stored electronically), by the Board. 
 
D. Normally, violators will be given 12 hours from the time the Rules Violation Notice was issued 
to correct the violation. However, if the violation is flagrant, (i.e., endangers safety), or is 
determined to be a repeat offender, (i.e., 2 or more Rules Violation Notices having been issued 
to said vehicle), the Board member will have the vehicle towed IMMEDIATELY by a company 
previously identified by the Board of Directors as licensed and approved to do towing for the 
Association. Towing will be at the vehicle owner’s expense and risk. Upon decision to tow, the 
Fairfax County Police Department will be notified. 
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Crownleigh Community Association 
P.O. Box 286 
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CROWNLEIGH/FOXWOOD 

ARCHITECTURAL CONTROL COMMITTEE GUIDELINE 
Revision VI 

ARTICLE  I – PURPOSE 

The Architectural Control Committee (ACC) has the responsibility of preserving the aesthetic qualities 
and property values of the Community. 

ARTICLE  II – GENERAL 

A. All of the standards prescribed in these Guidelines and the Protective Covenants were adopted 
for the purpose or: 

1. Maintaining architectural harmony and beauty. 
2. Preservation of a safe, healthy environment. 
3. Maintenance and improvement of property values. 

B. Homeowners are advised that all visible changes as outlined herein to their property, including 
painting in a color that is different from the approved color scheme, must be approved in 
advance by the ACC. 

C. To the extent that a conflict arises with respect to provisions in this version of the guidelines and 
previous versions of the guidelines, the rule as stated in the Revised Version VI shall be 
controlling.

D. Each homeowner is responsible for any damage “through deliberate or overt acts or due to 
negligence to the common areas or neighboring property caused by the property owner, family 
members, renters, tenants, contractors, “subcontractors”, guests or invitees of the owner, owner’s 
family, tenant and/or tenant’s family.” 

E. The Architectural Guidelines herein are provided as a supplement to the Protective Covenants, 
which each homeowner received at the time of settlement. The intent of the Guidelines is to 
clarify ambiguous references to standards in the protective covenants and to simplify homeowner 
approval for alterations and/or additions to his/her property. Approval within these standards is 
required prior to construction and is intended for the benefit of all homeowners. 

F. These Guidelines are not intended to be all encompassing. In addition to the powers expressly 
conferred on the ACC herein, the ACC shall have additional powers as are reasonably necessary 
to preserve and protect the aesthetic qualities and property values of the community. Questions 
regarding interpretation of the Guidelines should be directed to the ACC. Exterior home 
improvements are not limited to the items listed in the Guidelines.  

G. Approval of any project by the ACC does not waive the necessity of obtaining the required 
County Permits; obtaining a County Permit does not waive the need for Committee approval. 
The ACC will not knowingly approve a project that is in violation of the County Building or 
Zoning Codes. 

H. These Guidelines apply to all residents of the Foxwood, Crownleigh Community, absentee 
landlords and tenants. It is a property owner’s responsibility to make a copy of these Guidelines 
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available to his/her family members, tenants, guests, invitees, and any other persons residing on 
the property. The property owner is also responsible for incorporating enforcement provisions in 
the rental contracts. Absentee landlords will be required to correct violations if his/her tenant 
fails to comply with the provisions of the Architectural Guidelines. 

ARTICLE  III – DEFINITIONS 

A. “A Flagrant Violation” of the Guidelines is defined as: 

1.any modification to the exterior of a home without the permission of the ACC where such 
modification is not considered minor, as the term “minor” is defined by these Guidelines; or  

2.any modifications that is “not in harmony with the community.” 

B. “Not in harmony with the community “ is defined to mean any modification which clashes with 
the existing character of the community and which has not been undertaken in accordance with 
the protective covenants and Architectural Guidelines.  

C. All exterior additions, alterations, modifications and changes, including painting, without 
permission to a home will constitute exterior home improvements. 

D. Major home improvements are all exterior home improvements, which are not minor. All major 
exterior home improvements must be in harmony with the character of the community and must 
be approved by the ACC. For review by the ACC, a written request must be submitted to the 
Chairperson of the ACC. Article V of the Guidelines outlines the request/review procedure. 

ARTICLE IV – GENERAL GUIDELINES 
 A.  PAINTING. 

1. Minor – Does not require approval.
a. Repainting of structures in an approved color. (See figure 1.1 and below) 
b. Painting or staining of fences, decks, gates, and sheds with a clear preservative or one
    of four approved transparent stain colors; light gold, light brown, light gray, light
    redwood. 
c. Painting wrought iron railings the approved color, which is black. 
d. Painting bay roofs in antique copper or copper color. 

      2. Major – Requires approval prior to start of work. 
a. Exterior color or material changes of townhouse which are different than the approved 

                or original color or material. 
 b. The following rules will apply to color approval: 
        (1)  Two (2) colors will always be used. 
  (a) Units without shutters – The door and trim will not be the same color. 
  (b) Units with shutters – The door and shutters can be the same color, with the   
                              trim a different color, or the shutters can be one color and the door and trim   
                              the same  color. (See figure 1.1) 

(2) Three-color schemes will not be approved. 
(a) Door, trim and shutters all a different color. 
(b) Storm doors can be a different color as specified under the standards for storm doors 

or they can be the same color as the front door, entrance trim or door shutters. (See 
figure 1.1) 
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(3) Consecutive houses will not be painted the same color. 
(4) Trim work (includes all wood work around windows and doors, bays both front and 

back, eves, and drainpipes) will only be painted with trim colors as specified under the 
trim colors in figure 1.1. 

(5) Any color that is not in figure 1.1 or from the Guidelines, Revision IV will not be 
approved or waiver granted to use a different color unless approved by a 2/3rd majority 
vote by homeowners in a general election. 

(6) Existing colors that were approved by the ACC or were approved by default by a non 
answer from the ACC in response to a written request submitted to the ACC, should 
return to the paint colors as described in Figure 1.1, when the following occur: 
repainting, installing vinyl shutters, installing a new storm door, aluminum/vinyl refitting 
of any woodwork, or window replacement. 

(7) Wrought iron will remain black. 
(8) The roof of all bays not shingled by the builder will be painted a copper color. Copper 

color can be bright or antique finish. Orange, light brown or other colors will not be used. 
(9) Fences, decks, and sheds can be painted with a clear preservative or a semi-transparent 

stain color; (a) light gold, (b) light brown, (c) light gray, or (d) light redwood. If stain is 
used; the same color will be used and all the non-attached wood surfaces will be stained 
the same color.  

3.  Not in Harmony 
a. Painting of exterior brick surfaces. 
b. Wrought iron painted any color but black. 

 B. FENCES. 

   1. Minor – Does not require approval. 

a. Maintenance or repair of rear fence provided it matches the existing fence in materials and 
design. The new fence can be 5 feet or 6 feet and must be stepped to accommodate the change in 
grade.

b. Installation of a fence (provided it cannot be seen from the outside of the normal fence) or screen 
(green or metallic in color) on the inside bottom of an existing fence to retain children or pets. 

c. Extension of rear fences (side fences if end unit) to property lines provided it matches the 
existing fence in materials, design, and height (5’ or 6’) and does not obstruct any easements or 
right of ways. The screened access offset may be moved and straightened out if an approved gate 
is provided to screen the yard from sight. 

d. Temporary removal of sections of the existing fence is approved as necessary to extend the fence 
line or to facilitate entry of building materials for home improvements. Duration not to exceed 3 
months or the time allowed for the improvement project, whichever is the lesser. 

e. The building of retaining walls less than 12 inches high. They must be constructed in a manner 
similar to the retaining walls in the front entrance to Foxwood and must meet all Fairfax County 
code requirements. 

   2. Major – Requires approval. 

     a. All changes, modifications or construction of fences, screens, gates and walls not in a   
          minor category above, i.e. screen for decks, including all side yard fencing.  
     b. Fence or screen on the inside bottom of an existing fence to retain children or pets which is   
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         not covered in the minor category above. 
     c. The building of any type of retaining wall higher than 12 inches or those not within fenced
         areas. 
     d. End units only – concretes steps may be added to the rear of exiting steps if they match the     
         existing concrete material and use black wrought iron rails for safety. 
     e. Safety rails may be added for the handicapped if they are wrought iron and comply with 

   any federal, state or county Building codes, laws and ordinance. 

  3. Not in Harmony. 

      a. Fences in front yards (fences that extend beyond the first side wall in the front of the
         dwelling for end units). 
      b. Permanent removal of the existing fences. 
      c. Gates or steps made of wood attached to or attached to or adjacent to the concrete steps in
          the front of townhouses (except for handicapped accessibility, which must meet all  
          applicable federal, state and county statues, regulations, and/or ordinances and ADA
          requirements).  

 C.  SCREENS AND WALLS. 

     1. Minor – Does not require approval. 
         (a)  Screens/walls covered in the above paragraph. 
     2. Major – Requires approval. 
         (a)  Any screen or wall not covered as a major category in other sections of the Guidelines. 
         (b)  All screens and walls not covered by the minor category above require approval prior
                to construction. 

 D. STORM DOORS, SHUTTERS, WINDOW SCREENS, STORM DOOR SCREEN   
      INSERTS AND SECURITY DOORS. 

    1. Storm Doors. 
        a. Minor – Does not require approval. 
            (1)  Replacement of existing approved storm doors that meet the approved color and style   
                   as stated below. (See also Fig. 1.1) 

(2)  Storm doors that were installed prior to being included in the Guidelines (prior 1986)
      or that were approved by default in that; ACC approval was not received in the   
      maximum time allocated for approval after a written request was submitted to the   
      ACC, will be corrected when they are replaced. 
(3) Installation of storm doors dark bronze color (factory brown) or matching an    
      approved entrance trim color, door, or door shutter color. Glass may be of an etched
      design and clear in color. Storm doors will be full glass. 

        b. Major – Requires approval. 
 (1) Installation of storm doors not covered in the minor category above. 
        c. Not in Harmony 
 (1) Any storm doors not an approved color. 
 (2) Storm doors with tented glass. 



6

    2. Shutters 
        (a)  Minor – Does not require approval. 

(1) Replacement of shutters with wooden or vinyl shutters of the same design and of an      
      approved color. (See figures 1.1) 
(2) Repainting wooden shutters an approved color (see figure 1.1). Shutters will not be  
      removed except to replace the shutters due to weather damage or so they can be   
      painted. 

       (b) Not in Harmony 
 (1) Permanent removal of shutters. 
 (2) Shutters of a different design or of an unapproved color. 

   3. Window screens and storm door screen inserts. 
       (a) Minor – Does not require approval. 

(1) Replacement of window screens and storm door screen inserts made of an anodized  
      aluminum finish does not require approval. 

   4. Security doors. 
       (a) Minor – Does not requires approval. 
 (1) Security type storm doors may be installed provided they are black in color and are in 
                  harmony with the colonial character of the community. 

E. LANSCAPING AND PLANTING. 

    1. Minor – Does not require approval. 
        a. Perennial/annual plants and flowers. 
        b. Any plant material inside an existing flower bed. (Vegetable plants are not to be planted 
 in the front flower beds) 

c. Extension or alteration of the existing flower bed. Plant material outside individual
    property lines becomes the property of the Association and can be dug up, moved, or   
    otherwise by the Association for easement, utility or other purposes. All plant material   
    should remain within the homeowner’s property lines 
d. Planting individual shrubs in existing flower beds. 
e. Removal of all trees on a homeowner’s property. The owner at the owner’s expense will   
    replace removed trees. Trees planted in the common area become the property of the   
    association. 
f. Large trees will be centered in the area in front of townhouse. Only one large tree is to be  

            placed in the front of townhouse. Trees must be trimmed for at least 6 feet clearance over 
            walkways and common areas. 
       g. Owners are required to keep their yards and flower beds neat and attractive, and to

remove and replace sick or dead vegetation. In addition, owners are responsible for the upkeep of 
property whether the property is owned-occupied or rented. In the advent that a townhouse is not 
in compliance with the landscaping and painting requirements, written notice shall be provided 
to the owner at the property address if owner occupied and to the tenant at the property address if 
the property is rented. If the dwelling is not owner occupied then the owner shall receive written 
notice provided, however, that the owner has on file with the association an address at which to 
receive such notices. 

(1) Major – requires approval. 
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(a) Removal of hedges and/or shrubs planted in front of townhouse. Hedges or shrubs 
planted in front windows will not exceed the height of windowsills and trimmed to be 
less than 3 feet wide. 

(b) Removal of all trees on common areas is the responsibility of the Association. 

(2) Not in Harmony 
(a) Grass exceeding 6 inches in height in both the front and rear yards. 
(b) Hedges and/or shrubs planted in a hedge like manner which border the property line 

in the front, side and/or rear of the townhouse. 
(c) Trees, hedges and shrubs which restrict the sightline for vehicular traffic. 
(d) Trees, hedges and shrubs which restrict the walkway in front of townhouse. These 

will be trimmed so that pedestrian can walk un-hindered on the sidewalk. 
(e) Vegetable plants and/or gardens outside the fenced area. 

F. PATIOS AND GROUND LEVEL DECKS. (Simple Design – not requiring   
     excavation) 

1. Minor – Does not require approval. 
a. Patios, ground level decks or paving inside of the fenced in area of the back yard must 

comply with all applicable state, county, and other ordinances and must conform to the 
contour of the land. Proper drainage must be maintained. 

     G. DECKS, PATIOS AND/OR GROUND LEVEL DECKS. (Requiring excavation) 

 1. Major – Requires approval. 
  a. Pertains to all projects under Section G. (Before any work begins) 
      (1) The plans must be submitted and approved by the Architectural Control Committee    
            (ACC). 
        (2) A building permit must be obtained from the County of Fairfax (if required). 
        (3) If a contractor is to do the work, the contractor should take out the permit, or to  
          named on the permit to ensure the contractor is held responsible for the work and
                    any damage to adjacent property. 
     (4) “Miss Utility” must be contacted before any foundation work begins to ensure   
                      utility cables are not located in the area. Miss Utility is a free service. Call 48 hours  
              before work is to begin. Don’t risk being electrocuted or rupturing a utility line. 

b. Hot tubs, swimming pools and fishponds. 
(1) Fishponds and swimming pools will not be incorporated in patios constructed at or below 

ground level. 
(2) Hot tubs to be installed on decks, patios, or at ground level require approval of the ACC. 

The ACC is to receive a set of any all plans and specifications for the construction of the 
hot tub and the homeowner is to comply with all applicable state, county, and local codes. 
The homeowner shall assure that drainage from the tub does not encroach on any other 
property.

(3) Safety covering as required by the Fairfax County code will be used when the hot tub is 
not in use and will be the owner’s responsibility. 

c. Pertains to ground level decks three or more feet off the ground. 
(1) Decks cannot be attached to the common side fence. 
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(2)  Ground level decks are not limited in depth or length; however, they should conform to 
the contour of the land. 

(3) The entire deck will be constructed of wood. 
(4) All framing must be treated (Wolmanized to 40 pounds per inch). 
(5) Foundation/anchoring for the supports will be twenty-four inches below the fill line or as 

required by Fairfax County code. 
(6) Decks will be preserved in the natural condition and will be periodically treated with a 

clear preservation to prevent severe weathering. A semi-transparent stain of the following 
colors can also be used; light gold, light gray, light brown, and light redwood. If stain is 
used, all wood surfaces must be stained the same color. 

(7) No roofing or other covering will be allowed. 
(8) Railing, siding, counter, security screens planters or walls rising above the fence will not 

be allowed. 

d. Pertains to main level decks on second level from entry of the townhouse. 
(1) All framing must be treated (Wolmanized to 40 pounds per inch). 
(2) Foundation/anchoring for the supports will be twenty-four inches below the fill line or as 

required by Fairfax county code. 
(3) Decks will be preserved in the natural condition and will be periodically treated with a 

clear preservative to prevent severe weathering. A semi-transparent stain of the following 
colors can also be used; light gold, light gray, light brown, and light redwood. If stain is 
used, all wood surfaces must be stained the same color.  

(4) No roofing or other covering will be allowed. 
(5) Railing, siding, counter, security screens planters or walls rising above the fence will not 

be allowed. 
(6) Outside access from the ground is not encouraged. Exceptions will be granted on a case 

by case basis. Outside stairways will only be approved if the required pitch for stairways 
is within the Permit granted by Fairfax County Building Code and the foot of the stairs 
must stay within the property lines. 

(7) There will be only one entry to the deck from the house. 
(8)  Access to the deck will be from a door installed in the rear of the home in the same 

position currently occupied by a window. French doors, patio doors, or sliding glass 
doors can be used provided they are the same color as the approved trim color. Screens 
for these doors will be the same color as specified for screen doors for the front of the 
house. Trim color will also be the same that is used for the front of the dwelling. 

(9) The decks will be attached (anchored) to the dwelling in an approved manner as required 
by Fairfax County. 

(10) Railing will be a minimum of 36 inches in height and will only be made of   
        wood. Railings will in every way conform to Fairfax building code. 
(11) Railings, siding, counters, security screens, planters or walls will not rise more   
        than (50) inches from the deck floor. 

2. Not in Harmony 
a. Decks closer than two (2) feet to the side property line (Called the common wall extended) 

or extending more than twelve feet from the rear main wall of the dwelling. 
b. Structures (storage sheds, etc) built below the deck. 
c. Hanging storage below the deck. 
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H. AWNINGS 

    1. Not in Harmony – will not be approved. 

I. PLAY EQUIPMENT. 

1. Minor – Does not require approval. 
 a. Permanent and semi-permanent play equipment such as sandboxes, swings, slides,   
     playhouses, etc less than six feet in height erected inside the fenced area. 

   2. Major – Requires approval. 
       a. Permanent and semi-permanent play equipment such as sand boxes, swings, slides,   
           playhouses, etc erected outside the fenced in area or greater than six feet in height inside
           the fenced in area. 

J. FIREPALCES 

   1. Major – Requires approval. 
       a. Any owner wishing to construct any type of fireplace must obtain the prior written

 approval of the ACC and the ACC must be furnished with a copy of any
 plans/specifications. The ACC will retain the right to grant or without approval should the   
 fireplace not be in compliance with the county (or other applicable) fire code. 

K. SHEDS 

1. Major – Sheds which conform in style, design and materials including siding, shingles, flashing, 
trim and hardware to those furnished by the original builder. (handout is available upon request 

2. Not in Harmony. 
a. Structures exceeding 6 feet long by 4 feet wide and 7 feet high. 
b. Locations other than the rear corner of the fenced yard. 
c. Roof slopes, which do not meet at fence height in rear and that, do not slope to the rear of the 

fence.

L. GATES 

1.Minor – Does not require approval. 
a. Replacement or a new gate made of the same material and height as the rear fence. It can be 

western red cedar or white cedar stockade material equipped with hardware as appropriate with 
the hardware used in the fence construction. 

b. End unit townhouse can have two gates, while other homes can only have one gate.\ 
c. Fenced hideaway areas with a gate can be straightened out along the property line. 

2. Not in Harmony. 
 a. Gates above the fence line. 
 b. Gates which open into the common area. 

M. WINDOW, BAY, TRIM, AND DORMER REPLACEMENT 

1.Window Replacement 
a. Major – requires approval. 
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(1) Replacement windows must match the existing windows as closely as possible and must 
meet all Fairfax County Codes for fire egress and be operable. 

(2) They must be double hung windows with grilles or mullions matching the existing. 
Windows. Casement windows are not approved. 

(3) The window size must be maintained. 
(4) The exterior color must match the approved color scheme. The ACC will grant approval 

for a different exterior color provided. 
(5) Application is made to the ACC before any work is done. 

(a) The exterior color closely matches the exterior trim color or compliments it such as 
beige, almond, or sandstone and is in harmony with the community. White is not an 
approved color. 

(b) Vinyl or aluminum exterior windows are allowed provided they meet the criteria above. 
(c) Paintable wood windows are approved provided they meet the criteria above and match 

the approved trim color. 
(d) Trim around the windows must match the approved color scheme. Aluminum and/or 

vinyl refitting can be done, but the color must match and all of the trim work 
appearance maintained. 

b. Not in Harmony 
(1) Changing the external appearance of the window whether in wood, vinyl or aluminum. 
(2) Replacement windows in an unapproved color. 

2. Bay, Trim and Dormer replacement 
 a. Minor – does not require approval. 
  (1) Replacing woodwork on bays, boxouts, eves, dormers, windowsills, and/or trim on  
        the exterior of a townhouse due to dry rot or weather damage. The woodwork must  
        match the existing in style and design and must be painted an approved color. (See
        fig. 1.1) 
 b. Major – requires approval 
             (1) Aluminum/Vinyl refitting of Bays, Trim, and Dormers can be done provided the  
                   material’s color matches the original color scheme of the townhouse. 
             (2) The trim work appearance must be maintained. Pieces may not be permanently   
                   removed or the appearance changed in any way, except for the different material. 

c. Not in Harmony 
(1) Permanent removal of any wood material or surface from a townhouse. 
(2) Changing the original style or appearance of the bays, trim, or dormers except for the 

material change. 

N. ROOF AND SIDING REPLACEMENT 

    1. Minor – Doest not require approval. 
        a. Replacing or repairing the roof with the same material, color, and design shingles as the
            original roof or with an approved new color according to Figure 1.1. 
        b. Replacing or repairing siding with the same material, color, and design siding as the
            original siding. The original siding can be replaced with vinyl siding with the approved
            colors in Fig. 1.1. The style must be double lap in either 4 inch or 5 inch, whichever
            matches the original siding the closet. The style must be a low sheen wood grain. The  
            color of the vinyl siding specified for your townhouse must be used. 

    2. Major – Requires approval. 
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        a. If the roof or siding material, style, color, or design has been discontinued, you must have  
   ACC approval before putting on a new roof or siding. 

   3. Not in Harmony. 
       a. Replacing the roof with a different style, color, or material than matched the original or as  
           specified in Figure 1.1. 
       b. Replacing the siding with a different style, color, or material than matched the original  
           siding or as specified in Figure 1.1. 

O. SIDEWALK REPLACEMENT 

    1. Minor – does not require approval. 
        a. Replacing and/or repairing the sidewalk, stoop and front steps must be done to match the   
            original as closely as possible. Concrete and/or pebble paving (Durastone) are the only
            approved materials. 

P. RADON GAS VENTS, SECURITY SYSTEMS, AND GAS METERS 

    1. Minor – Does not require approval. 
        a. Radon gas vents may be added if the system is neutral in color and is completely hidden  
            by trees and/or shrubs. If the vent is higher that the trees or shrubs, it will be painted the  
            same color as the existing gutters. 
       b. Security alarm systems may be added if the siren sounds on the interior of the home only   

  and it turns itself off automatically. Small external signs or window decals may be      
  displayed to reinforce the deterrent value of the security system. 

       c. Gas may be used as a means for heating the home, fireplaces, etc. Meters must be in the 
  rear of the home and painted a neutral color and hidden by trees or shrubs. 

Q. LIGHTING AND FRONT DOORS 

    1. Minor – Does not require approval. 
 a. Replacing existing lighting with similar lighting in a style which is in harmony with the  
     character of the community in either antique brass, brass, or black in color. White is not   
             an approved color. There will be no more than two light fixtures on the front exterior of
             the home. Spotlights are reserved for the rear sides of the home and must be pointed   
             away from any other dwelling’s windows or doors. 
 b. Door hardware may be replaced with a style matching the existing in either brass,  
     antique brass or black in color. 

c. Front doors can be replaced with doors matching the existing in style and design and   
    must be painted an approved color. (See Figure 1.1) 

2. Major – requires approval. 
 a. replacing the front door with a style different from the original. The style must be in   
             harmony with the community and must be paintable. 

R. GUTTERS 

     1. Minor – Does not require approval. 
 a. Replacing or repairing gutters with aluminum gutters and downspouts, regular or  
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     oversized, matching the existing style and painted to match the townhouse trim color as   
             specified in Figure 1.1. 

     2. Not in Harmony 
 a. Permanent removal of gutters or downspouts. 

S. SATELLITE DISHES/ANTENNAS/VIDEO PROGRAMMING RECEPTION 

    1. See resolution No. 99-1 regarding guidelines for installation of satellite dishes, antennas   
        and video programming reception devices. 

T. MISCELLANEOUS ITEMS NOT IN HARMONY WITH THE CHARACTER OF THE   
     COMMUNITY 

    1. Window mounted air conditioners. 
    2. Cable TV installations, which do not enter the house at ground level at the location of the
        electric service. Entry to 2nd and 3rd levels must be behind drainpipes and the cable must be   
        secured out of sight behind the drainpipes. 
    3. Any building, structure, fence or wall not approved by the association or built by the
        association. 

ARTICLE V – APPLICATION FOR ARCHITECTURAL 

IMPROVEMENTS 
A. All requests for architectural changes must be made in writing and submitted to the ACC. 

Written notice of approval or disapproval will be given by the ACC within 60 days after 
submission. In the event board approval is required an interim notice will be returned to the 
homeowner explaining the delay and the 60 days notice no longer applies. If the ACC does not 
take action or an interim notice is not received in 60 days the request is considered approved. 

      B. The Board of Directors may take no action to enforce these Guidelines (excepting  
      Sections E and F or this article) until it has provided the homeowner an opportunity for a
           hearing or until such time as the homeowner files a petition for review. Such petition must   
           be filed with the Board of Directors (or ACC) no later than 30 days after written notice to   
           the homeowner that the Guidelines have been violated. 

 C. When any homeowner makes or permits a major exterior home improvement to be made    
      in the face of the Committee and Board of Directors disapproval of the improvements,  
      the hearing or right of petition set forth in Article V, Section B will satisfy the hearing or   
      petition requirements of Section B of this Article. 

D. When any homeowner makes or permits a major exterior home improvement to be made   
     without submitting an application for a major exterior architectural improvement: 

     1. The Chairman of the Committee shall advise the homeowner in writing that review is  
     required; indicate their pertinent Sections involved; and require the homeowner to  
     submit an application to the Committee. Once submitted the application will be  
          reviewed accordance with Article V. 
     2. If the homeowner fails to submit an application within four (4) weeks, the Chairman of   
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         the Committee shall report the alleged violation to the Board of Directors. 
     3. The Board of Directors shall then notify the homeowner of the Chairman’s report and   
         provide the homeowner a scheduled hearing or the deadline for a written petition for  
         the Board. A quorum of Directors must be present at the hearing or the reading of the
         petition. 

E. Subsequent to a 20 day notice to a homeowner (which sets a date for the guideline violation and 
establishes a date for corrective action), the Board of directors may cut, trim or prune any plant 
life or remove any article that is in violation of a specific section of these Guidelines. The 
financial obligation for this enforcement will be borne by the homeowner and if not paid within 
thirty (30) days will constitute a continuing lien on the property as provided in Article VI, 
Section A. 

F. Subsequent to notice as set forth in Section E above, the Board of Directors may care for vacant 
or unimproved property so as to do any and all things necessary to keep the property in neat and 
good order. The financial obligation of this enforcement action will be borne by the owner and if 
not paid within thirty (30) days a continuing lien may be assessed as provided in Article VI, 
Section A. 

RECORD OF REVISION 
Original Approved by the Board of Directors  Sept. 1982 
Revision I Approved by the Board of Directors  Oct. 1984 
Revision II Approved by the Board of Directors  Mar. 1987 
Revision III Approved by the Board of Directors  May 1989 
Revision IV Approved by the Board of Directors  July 1996 
Revision V Approved by the Board of Directors  Apr. 1998 
Revision VI Approved by the Board of Directors  Mar. 2000 

Cc: Ed O’Connel Attorney at Law 
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CROWNLEIGH/FOXWOOD ARCHITECTURAL CONTROL GUIDELINES REVISION VI 
(SIMPLIFIED VERSION) 

INTRODUCTION

Point of Contact: These guidelines have been updated by your fellow homeowners on the 
Architectural Control Committee (ACC). Based on our community association bylaws, the ACC 
acts on behalf of the Board of Directors concerning all architectural issues. 

Objective: The intent in this revision is to place essential information on this subject in a single 
document which is simpler and easier to read. We also want to recognize how new building 
materials have already been used to enhance the appearance of our community while 
concurrently addressing emerging types of home improvements such as home security systems 
and basement radon gas ventilation systems. Finally, we have focused on the most common 
types of home maintenance and placed more of them at the level which does not require ACC 
approval.

Contents: These guidelines consist of three sections. The first section is a general explanation of 
basic architectural control policy. The second section contains simplified guidelines foe specific 
projects. The third section is a reference table listing by address and lot number the prescribed 
color pattern for every home in our community. 

SECTION 1 – BASIC ARCHITECTURAL CONTROL POLICY 

Focus: The focus of architectural control is the visible exterior of our property. Although we 
have 144 homes in our community, each home was built using one of twelve basic color patterns 
combining shutters, entrance door, trim, roof shingles, siding, and bricks. Each home has a 
unique lot number which can be matched to the appropriate color pattern to quickly determine 
the architectural harmony we are trying to preserve. 

Three charts summarizing this information are found at the end of these guidelines. For example, 
if your home address is 5710 Crownleigh Court, your lot is 94 (which normally is also your 
parking space number), and your color pattern is: McCormick #200 Georgetown Green paint for 
both shutters and entrance door or vinyl shutters Mid-America Midnight Green; McCormick # 
104 Harness Shop Tan paint for trim; Cedar Brown roof shingles; Clay Beige aluminum siding 
or vinyl Certainteed Woodland Mist or vinyl Heartland Sienna; and Presbyterian bricks. 
Regardless of lot number, roof bays on any home not shingled by the builder should be repainted 
using either a bright or antique copper color lacquer and any wrought iron work should remain 
black.

Guideline Categories: Architectural control guidelines can be grouped into three basic categories 
depending on the nature of the proposed work. The first category of guidelines, which is already 
approved, prescribes how to maintain our homes in their current condition (e.g., repainting 
following the instructions in the paragraph immediately above). Even though approval is 
automatically granted for the first category, homeowners are still encouraged to contract the 
Architectural Control Committee (ACC) if they have any questions or need clarification before 
investing in home maintenance. Some of the assistance we can offer includes providing samples 
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of approved paint colors, identifying sources of building materials and offering ideas from fellow 
homeowners. 

The second category deals with acceptable new projects beyond normal maintenance (e.g., building 
decks and sheds, extending fences). These projects require prior written approval from the 
Architectural Control Committee (ACC). Some projects in either the first or second category may 
also require county building permit approval. County approval is a homeowner responsibility. Any 
project not specifically listed in either the first or second category requires ACC approval. 

The third category involves architecture-related actions which historically have not been approved 
because they do not enhance the appearance of our community or help maintain property values. The 
Architectural Control Committee (ACC) will work with homeowners to identify these actions and 
help correct them as quickly as possible.  

The chart beginning below and continuing on the next page summarizes the three categories of 
architectural control guidelines. 

Architectural Guideline Category Summary Chart 
Level or Category Work or Action 

      First Category: Already Approved (Some 
work may also require county building permit 
approval)

     “Replacement” means to match the existing 
color, style, texture, etc. of the original exterior 
     If a complete match is no longer available, 
you must have ACC approval, unless it is 
currently addressed in theses guidelines 

     Repainting, replacing roof, replacing 
shutters, adding storm doors, adding security 
doors, adding internal home security system, 
replacing sliding patio doors or windows with 
French doors, adding hand rails to two-step 
front porches, replacing tree in front yard, 
replacing and maintaining hedges, replacing 
fences, adding gates, play equipment up to six 
feet high inside fenced area, replacing existing 
window glass, adding retaining walls inside 
fenced areas, replacing screen inserts in 
windows and storm doors, replacing siding 

      Second Category: Requires Architectural 
Control Committee (ACC) Approval (Most 
work may also require county building permit 
approval)

     Building decks, enclosing decks, building 
sheds, extending fences, adding fireplaces, 
adding radon gas ventilation systems, adding 
satellite television dishes, complete window 
replacement, play equipment above six feet 
high inside fenced area, common area 
improvements such as patio block pathways, 
adding retaining walls outside fenced areas 

     Third Category: Architectural-Related 
Actions Historically Not Approved (Actions 
which do not enhance community appearance 
or maintain property values)          

     Changing basic color pattern, permanently 
removing fence, fence in front yard, drying 
laundry in rear fenced area, painting brick or 
other masonry surfaces, external television 
antennas other than satellite dishes, permanent 
tree removal from front yard, window air 
conditioners, window awnings or door canopy, 
play equipment outside fenced area       
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 Requesting Approval: Requests for projects in the second category should be submitted in writing to the 
Architectural Control Committee (ACC) at least 45 days in advance of beginning the anticipated work. Use 
the same mailing address as for paying quarterly assessment with the request marked for the attention of the 
Architectural Control Committee. This address is: Crownleigh Community Association, Attention: 
Architecture Control Committee, P.O. Box 286, Burke, VA 22009-0286. The ACC will confirm receipt of 
each request within seven days. Please follow up with the ACC if receipt has not been acknowledged on a 
timely basis. 

Requests must include plans or drawings, paint or stain samples, maintenance or construction schedules, as 
well as county approval when required. In addition, to guarantee completion of complex projects costing 
more than $3,500.00, a statement that full funding is a available will be submitted with the other information 
in the request. 

The ACC will respond to requests as quickly as possible within the 45-day window. Simple projects should 
receive approval in considerably less time than more complex projects. The ACC may request additional 
information if necessary. Any request disapproval will be in writing and include an explanation of why the 
project is not considered suitable for our community. The homeowner may appeal ACC disapproval to the 
community association Board of Directors. 

Enforcement of Guidelines: Increased awareness through these simplified guidelines is the first means of 
enforcing architecture control policy. It is hoped that easier-to-understand guidelines will have a higher 
likelihood of being followed by homeowners. Periodic inspections will occur to further encourage 
understanding of the guidelines and compliance.  

Should increased awareness and inspections fail to result in compliance, Article VI, Section 11 of the 
Crownleigh Community Association Articles of Incorporation permits necessary legal enforcement 
measures. 

SECTION 11 – SPECIFIC GUIDELINES FOR COMMON PROJECTS 

(Projects are listed alphabetically by name to make them easier to find) 

Bay Windows: Roofing of bay windows should be tin, galvanized aluminum, or copper. They must be 
painted antique copper or copper in color. If real copper roofing is used, it must be painted as above, once 
the real copper changes color. 

Brick Exterior: The brick exterior may be professionally cleaned if necessary. Painting any brick surface is 
not approved. 

Adding Decks: (Fairfax County Permit Required for Second Level Decks) Decks will be constructed 
entirely of treated wood and in compliance with Fairfax County codes. “Miss Utility” must be contracted 
before ay foundation work begins. Decks will not have roofing or other deck covering. Ground level decks 
will conform to the contour of the land but will not be attached to side fences. 

Second level decks will not extend more than twelve feet from the rear wall of the home or closer than two 
feet to the side property line. There will be only one entry to the deck from the rear of the home. Deck 
railings will be at least thirty-six inches high and conform to Fairfax County Building Code Requirements. 
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Any other deck siding will not be more than fifty inches high. Outside stairways must have the foot of the 
stairs within property lines. 

Door/Lighting Hardware: All hardware must be brass, antique brass, or black in color and must be replaced 
if removed from the home. 

Dormer Replacement: Dormers can be replaced or repaired to match the original dormer style and 
construction. Dormers must be painted the same color as the house trim specified in the chart. Aluminum or 
vinyl refacing is not currently approved. 

Fence Replacement: New fences should be the same material and style as existing fences but may be six feet 
high because this is the fence height now commercially available. Fences between homes are a joint 
maintenance responsibility of both homeowners. To conform to terrain slopes, fence sections should be 
stepped instead of angled. Fence posts will be secured with concrete. 

Fences may be treated with a clear preservative or with a semi-transparent stain in one of the following four 
colors: (1) light gold; (2) light brown; (3) light gray; (4) light redwood. These four stain colors are 
considered compatible with our community colors. If a stain is used, it will be used on all wood surfaces 
including decks. 

Rear fences, and side fences of end units, may be extended to property lines in conjunction with fence 
replacement as long as this does not obstruct any easements. 

Adding Fireplaces: This must be strictly in compliance with the Fairfax County fire code. The fireplace 
chimney should match the style of our community. Wood burning and gas fireplaces must be approved by 
the ACC. 

Adding French/Patio Doors: Existing sliding glass doors or second level windows where a second level 
deck is added may be replaced by French/Patio doors. The new French/Patio doors will be painted the same 
color as the existing door trim. (White is not an approved color). 

Front Doors: Front doors must match the original style and be painted the color specified in the chart. 
(Please contact us regarding front doors). 

Adding Gates: Gates made of the same material as the rear or side fence may be added to provide more 
privacy and security. Gates should be the same height as the surrounding fence. Gates are required if the 
fenced in area contains a spa or hot tub. End homes may have both rear and side gates. 

Gutter Replacement: Gutters must be cleaned regularly to prevent drainage problems. They can be replaced 
with aluminum gutters, regular or oversized, matching the existing style and painted to match the house trim 
color specified in the chart. 

Hedges and Shrubs: Hedges and shrubs planted in the front or on the side of homes below windows will be 
trimmed so that they will not exceed the height of window sills. Hedges and shrubs will also be trimmed so 
that they are not more than three feet wide. Existing healthy hedges and shrubs will not be removed without 
replacement. Dead shrubs and hedges must be replaced as soon as the weather season permits. Wood, stone, 
or brick borders for shrubbery beds or flowerbeds must be in good condition or removed. 
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Adding Pathways: These may be added in common areas to provide better footing. Pathways may be brick, 
patio block, or gravel and will be ground level so they do not interfere with grass mowing. 

Adding Radon Gas Vents: These may be added if the system is a neutral color such as gray and is 
completely hidden by trees or shrubs. If the external vent is higher than trees or shrubs, it will be painted the 
same color as the existing gutters. 

Repainting:  Use the McCormick paint colors prescribed in the summary chart for your lot number. Also use 
bright or antique copper for non-shingled roof bays and black for any wrought iron work. 

Adding Retaining Walls: Any retaining walls added either inside or outside fenced areas should be 
constructed in a manner similar to the retaining wall at the entrance to our community. Masonry retaining 
walls 12”-18” high around patios must be approved by the ACC.  

Roof Replacement: Use the same color and style shingles as prescribed in the summary charts for your lot 
number. Several original colors are longer made (Dark Olive, Desert Wood, Walnut, Black Blend). Check 
the chart for the new replacement colors. You may add a ridge pole vent or an exhaust fan to improve 
ventilation and prevent fire retardant plywood deterioration.

Adding Satellite Television Dishes:  These may be added if they do not exceed eighteen inches in size and 
are painted a neutral color such as gray. Satellite dishes must be aimed in a southwest direction. To get 
proper reception, they will be located either on the roof home or on the side of the home at the level 
immediately below the roof. 

Replacing Screens: New screen inserts for windows and storm doors will be made of an anodized aluminum 
finish.

Adding Security Systems: These may be added if any component sirens sound in the interior of the home 
only and turn themselves off automatically. Small external signs or window decals may be displayed to 
reinforce the deterrent value of the security system. 

Adding Security Doors: Security doors may be added if they are wrought iron, painted black in color, and of 
a style matching the colonial character of our community. 

Adding Storm Doors:  Storms doors may be added if they are bronze or a color matching either the front 
door, door trim, or door shutters (refer to chart). The storm door glass will be clear in color and extend the 
entire height of the storm door. 

Replacing Siding: The current aluminum siding is no longer available and can be replaced with low sheen 
vinyl siding. Check the chart for the colors and manufacturers to use. The siding must be either 4” double 
lap or 5” double lap, whichever is the closet size to the original lap on the home. The style must match the 
existing style as closely as possible. Beading or other styles are not currently approved. 

Adding Sheds: Sheds will be constructed of siding conforming to the style of fence material and will have 
roof shingles matching those on the home. Sheds will be located in a rear corner of the fenced yard. Sheds 
will not be larger than six feet long by four feet wide by seven feet high. Shed roofs must slope to the rear 
and meet the rear fence at the height of the rear fence. 
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Shutter Replacement: Replacement shutters may be either wood or vinyl. Vinyl shutters should match the 
color, slat design, and size of the original wooden shutters as closely as possible. Refer to the chart for the 
new vinyl shutter colors. 

Sidewalk Replacement: Sidewalks can be replaced with concrete to match the existing or repaired with 
crushed pebble surfacing. Only the homeowner’s sidewalk can be replaced or repaired. The common walk is 
owned by the Association which should be contracted for repairs. 

Adding Stair Rails: Stair rails may be added to homes having two front steps. These rails will be wrought 
iron painted black and similar in style to the existing stair rails on homes having three front steps. 

Tree Replacement: Each home should have a single tree in the front yard. The homeowner will determine 
the type and size of the tree but large trees must be pruned before branches obstruct sidewalks. Trees must 
have a 6’ clearance over the sidewalks. 

Trim/Woodwork Replacement (includes bays and box-outs): Trim and woodwork with dry rot or other 
visible damage must be replaced with wood matching the original trim/woodwork and painted according to 
the chart. 

Major Window Replacement: This will be permitted to improve the insulation offered by existing storm 
windows. Replacement windows must maintain the multi-paned appearance of the existing windows in our 
community. They must match the homes original color scheme. (We are currently reviewing this. Please 
contact us if you are going to replace your windows.) 

Yard Maintenance: Grass must be maintained shorter than 6” in height. Reseeding should be done in the 
case of excessive weeds or die out. 

EFFECTIVE DATE 

 These guidelines are effective on the date approved by the Board of Directors. 

cc. Ed O’Connell Attorney At Law 
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CROWNLEIGH COMMUNITY ASSOCIATION 
Architectural Control Guidelines 

Addendum to Revision VI (Simplified Versions) 

Following are several items the AAC has approved since the release of the Simplified 
Guidelines. These items are contained in the Revision VI of the Guidelines; however, which is 
controlling. Please jeep this addendum with the Simplified Version. 

Satellite Dishes and Antennas 
On March, 30, 2000 the Board of Directors adopted Resolution No. 99-1 from the latest FCC 
ruling regarding satellite dishes and exterior antennas. Resolution No. 99-1 is available from the 
ACC upon request. 

Replacement Windows 
Replacement windows must match the existing windows as closely as possible and must have 
ACC approval before any work is done. 

 (1) Replacement windows must meet all Fairfax County Codes for fire egress and be
           operable.
 (2) They must be double hung windows. (Casements are not approved) 
 (3) They must have grilles or mullions like the existing windows. 
 (4) The window size must be maintained. 
 (5) The exterior color must match the original color scheme. The ACC consider approving a  
            different exterior color provided that; 

  (a) Application is made to the ACC before any work is done. 
  (b) The exterior color closely matches the exterior trim color or compliments it such as  
                  beige, almond, or sandstone. White is not in harmony with our community. 
  (c) Vinyl or aluminum exterior windows are allowed provided they meet the criteria set  
                  forth above.
  (d) Paintable wood windows are approved provided they meet the criteria set forth above
                  and match the original trim color. 
  (e) The trim around the windows must match an approved color scheme. Aluminum    
                  and/or vinyl refitting can be done, but the color must match the original color scheme   
                  and all of the trim work appearance maintained. (In other words, your exterior has to
                  look like the original exterior whether in wood, vinyl or aluminum). See chart &  
                  below. 

Aluminum & Vinyl Refitting 
The Board of Directors and the ACC have approved the use of aluminum and/or vinyl refitting 
for the woodwork and trim on the exterior of townhouse provided. 

1. The color of the aluminum or vinyl refitting must match the original color scheme of the   
     townhouse. 
2. The trim work appearance must be maintained. Pieces may not be permanently removed or    
    the appearance changed in any way, except for the different material. 
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Paint Color 
In Revision IV of the Guidelines, the Board approved additional trim, shutter and door colors. 
However, the additional colors were not mapped to the original color scheme. Therefore, the 
Board and ACC ask that when your home needs repainting (or before you buy vinyl shutters or 
have refitting done or purchase a new storm door), that you return to the original color scheme 
listed in the chart at the back of these guidelines. 

 (1) An application for approval must be filled out by those homes currently using colors from   
            Revision IV, if not already obtained in written form. 
 (2) Additional colors not listed in these Guidelines or Revision IV will not be approved,  
            unless by a 2/3rd majority vote of homeowners. 
 (3) All paint combinations must follow the requirements I Article IV, Section A of Revision  
            VI of the Guidelines. 

Effective Date: 

These addenda are effective on the date approved by the Board of Directors. 

cc: Ed O’Connell Attorney At Law 
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