
WINDSOR PLAZA CONDOMINIUM UNIT OWNERS ASSOCIATION 
POLICY RESOLUTION NO. 5 

DESIGN REVIEW GUIDELINES AND PROCEDURES 

relating to changes to dwelling units and the property 

GIVEN THAT Article 3, Section 3.1 of the Bylaws provides in applicable part that, "The Board 

of Directors shall have all of the powers and duties necessary for the administration of the affairs of the 

Association and may do all such acts and things as are not by the Condominium Act or the 

Condominium instruments required to be exercised and done by the Association"; and 

GIVEN THAT Article 5, Section 5.7 of the Bylaws requires unit owners to obtain prior written 

consent of the Board or Covenants Committee, as appropriate, for certain changes to units or common 

elements; and 

GIVEN THAT the Board deems it necessary and desirable and in the interest of the Association 

and its members to establish guidelines and procedures for Members wishing to make changes to units 

or common elements; 

NOW, THEREFORE, the Board resolves that the following guidelines and procedures be, and 

hereby are, adopted: 

I. GENERAL 

A. No exterior (i.e., outside a unit) alteration or addition may be made without prior 

application to and approval of the Covenants Committee or the Board of Directors, as appropriate, except 

as noted in this Resolution. 



B. The interior unit changes identified in this Resolution also require approval. 

C. Certain changes and additions are prohibited by this Resolution. 

D. All Owners are responsible for assuring that changes or additions are made only in 

accordance with all applicable codes and ordinances and the provisions of this Resolution and the 

Bylaws. 

E. These guidelines were carefully designed for the general good of  the entire community. 

Individual requests for exceptions will be considered upon proper application to the Covenants 

Committee and may be  granted in special instances. 

11. DECORATING GUIDELINES 

A. Painting, Wallpapering, Decorating 

Painting, wallpapering and decorating (which does not involve any plumbing, electrical system 

or structural change) within a unit's boundaries as defined in Article 2 of the Declaration do not require 

Covenants Committee approval. Such painting, wallpapering and decorating is not covered by the 

Association's insurance coverage and should, therefore, be insured by the unit owners. 

Painting, wallpapering and decorating of the common elements by a Unit Owner is not permitted, 

and any applications for  such will be denied. The Board reserves the right to paint or otherwise alter 

the appearance of the common elements in accordance with a uniform design scheme approved by the 

Board. 

B. Unit Entry Doors: Doorbells, Knockers, Handles, Locks, Etc. 

With the exception of locks, changes or additions to the Unit entry doors as originally delivered 

are not permitted, and any applications for such will be denied. 



Installation of additional hardware or changes to the original locks require the prior approval of 

the Covenants Committee. 

Any security system which is visible from the exterior of the unit requires the prior approval of 

the Covenants Committee. 

Small decorative wreaths and appropriate seasonal decorations are permitted on the outside of 

entry doors without necessity of application, so long as they are tastehl and timely for the season and 

meet the following criteria: 

1. The decorations are on the door only and do not unduly protrude into the corridor. 

2. The decorations do not make any sound. 

3. The decorations are not attached in such a way as to mar the finish on the door. 

Traditional religious symbols of an unobtrusive nature may be placed only on the inside of the 

door frame to a unit, provided they do not extend beyond the frame and do not exceed seven inches (7") 

in length. 

Repainting the interior unit side of entry doors is permitted without Covenants Committee 

approval. Repainting of the exterior side of entry doors is a maintenance responsibility of the 

Association; therefore, repainting of the exterior side of entry doors by Owners or occupants is 

prohibited. 

C. Unit Floors 

Hardwood flooring or floor coverings other than carpeting and padding may only be installed 

upon proper application to and approval from the Covenants Committee. In any event, to reduce sound 

transmission between units, in those units which are above another unit, carpeting and padding shall be 

maintained on at least eighty percent (80%) of all floor surfaces excluding kitchens, bathrooms, foyers 



D. Balcony and Terrace Areas 

1 .  Nothing shall be dropped, thrown or swept from the balconies or terraces. 

2. Painting of the enclosed balcony terrace floor, ceiling, railing or any other part thereof 

is prohibited. 

3. The following items are prohibited on balcony or terrace areas if they are 

visible from the outside: 

a. Bird feeders or statues; 

b. Aerials or antennas; 

c. Airing or drying of clothing 

e. Bicycles and tires; 

f. Screens, blinds, shutters, or enclosures, except for such enclosures as may be part 

of the overall design scheme; 

E. Storage containers. 

4. The following items are prohibited on balcony or terrace areas. 

a. Major appliances or other mechanical devices or equipment; 

b. Barbecues; 

c. Hangers installed in the slab above; 

j. Storage containers; and 

k. Awnings. 

4. Floorcoverings (e.g., tiles, brick, carpet, slate, wood floors) may not be installed except 

on fully enclosed balconies (if applicable). 



E. Signs 

Except for signs installed by Declarant, no sign of any character shall be erected, posted -or 

displayed upon, in, or from any unit, common element or limited common element by any unit owner 

without the prior written approval of the Covenants Committee. 

111. CONSTRUCTION GUIDELINES 

A. Electrical Wiring 

If a change to the electrical wiring in a unit does not affect another unit or the common elements, 

or does not require a County permit Covenants Committee approval is not required. If a change to the 

electrical wiring of a unit requires entering any common element, Covenants Committee approval is 

required. 

If a proposed change to the electrical wiring in a unit would affect another unit or the common 

elements, or increase the load on the electrical system of the building, the unit owner must make proper 

application to and obtain prior written approval of the Covenants Committee. 

In addition to the information required on the attached application, the application shall also be 

accompanied by the following: 

1. A diagram of the existing wiring system; 

2. A diagram of the proposed wiring system; 

3, A statement as to existing electrical load of the unit; 

4. A statement as to electrical load under the proposed system; 

5. A statement as to whether other unit(s) or common elements would be affected by the 

change and description of how other unit(s) or common elements would be affected; 
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6.  Identification of the person or firm to perform the work and a statement of their 

qualifications; 

7. A time schedule for beginning and completing the proposed change; 

8. A copy of all applicable permits. 

Approval may be denied for any of the following reasons: 

1. Incomplete or unclear application, in which case it will be returned to applicant with 

appropriate instructions for re-application; 

2. Determination the change would significantly increase common element electrical 

consumption or adversely affect the building circuits; 

3. Other unit(s) or common elements would be adversely affected by the proposed change; 

4. Other reasons stated and supported by the Covenants Committee; or 

5 .  Failure of the unit owner to obtain permits as required. 

The Association shall have no responsibility for any damage to person(s) or property resulting 

from or related to any change in wiring from that originally instailed, whether or not such change has 

the approval of the Covenants Committee or the Board of Directors. since neither the Committee nor the 

Board can control quality of workmanship relative to the change, or errors or omissions of pertinent 

information on the application. 

B. Plumbing 

If a change to the plumbing system of a unit does not affect another unit or the common 

elements, require a permit, or increase the water consumption of that unit, approval of the Covenants 

Committee is not required. 



If the proposed change to the plumbing system of a unit requires access through the common 

elements or would affect another unit or the common elements or increase the water consumption of the 

unit, the unit owner must make proper application to and obtain prior written approval of the Covenants 

Committee. 

In addition to the information required on the application, the application shall also be 

accompanied by the following: 

1. A diagram of the existing plumbing system; 

2. A diagram of the proposed plumbing system; 

3. A statement as to water consumption under the existing system; 

4. A statement as to water consumption under the proposed system; 

5 .  A statement as to whether other unit(s) or the common elements would be affected by the 

change and a description of how other unit(s) or common elements would be affected. 

6.  Identification of the person or firm to perform the work and a statement of their 

qualifications; 

7. A time schedule for beginning and completing the proposed change; 

8. A copy of all applicable permits; 

9. A statement detailing noise (decibels, etc.) any added equipment would cause. 

Approval mav be denied for any of the following reasons: 

1.  Incomplete or unclear application, in which case it will be returned to applicant with 

appropriate instruction for re-application; 

2. Determination that the change would significantly increase water consumption; 



3. Other unit(s) or the common elements would be adversely affected by the proposed 

change; 

4. Other reasons stated and supported by the Covenants Committee; or 

5. Failure of the unit owner to obtain permits as required. 

The Association shall have no responsibility for any damage to person(s) or property resulting 

from or related to any change in plumbing from that originally installed, whether or not such change has 

the approval of the Covenants Committee or the Board of Directors, since neither the Committee nor the 

Board can control quality of workrnanship relative to the change, or errors o r  omissions of pertinent 

information on the application. 

C. Relocation of Unit Boundaries Between Adjoining Units 

Pursuant to Article 2, Section 2.5 of the Declaration and the provisions of Sections 55-79.69 and 

55-79.70 of the Condominium Act, unit owners may relocate unit boundaries between adjoining units 

subject to the following provisions. 

Applications for relocation of unit boundaries are to be submitted to the Board of Directors (a 

the Covenants Committee) and approved prior to any change. Application must be made jointly by the 

Unit Owners involved. Written approval of the units' mortgagees, if any, of the propose relocation of 

unit boundaries or subdivisions must be attached to the application. 

While the Board may not unreasonably withhold approval of the proposed relocation, it may 

require that such relocation meet the following requirements. The application must contain or be 

accompanied by: 
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1. A diagram of existing unit boundaries; 

2 .  A diagram of proposed unit boundaries; 

3. The proposed reallocation as between the units involved of the aggregate percentage 

interests in the common elements appurtenant to those units; 

4. Identification of the person or firm under contract to perform demolition/ construction 

relative to boundary relocation and a statement of their qualifications; 

5 .  A time schedule for construction and/or demolition of walls and other necessary 

alterations; 

6.  The name and address of applicants' counsel(s); and 

7. A copy of applicable permits. 

Any new walls and other structural components must, at a minimum, meet the standards of 

original construction or current building codes if such exceed the standards of original construction. 

Applicants assume responsibility for all costs related to a relocation of boundaries. These costs include 

but are not necessarily limited to costs of legal review of the application and related materials by Counsel 

for the Association; the cost of preparing and filing amendments to the Declaration, Exhibits and Plats 

and Plans, including legal fees related thereto; and certifications by a registered land surveyor and a 

registered architect or engineer. Such costs shall be divided between or among applicants as they agree 

in writing among themselves. 

At all times, unit owners and occupants involved must comply with the provisions of Article 5 

Section 5.7 of the Bylaws as to additions, alterations or improvements by unit owners, as well as all 

other applicable provisions of this Resolution. 



D. Subdivision of Units 

Pursuant to Section 55-79.69 and 55-79.70 of the Condominium Act, Article 2 of the Declaration 

and Article 5, Section 5.7 of the Bylaws, unit owners may subdivide units, subject to the following 

provisions. Any proposed subdivision must be approved by the County prior to application to the Board. 

Applications for subdivisions of a unit must be submitted to the Board of Directors and approved prior 

to proceeding with subdivision. Where such unit subdivision involves the Unit Owners of more than one 

unit, application must be made jointly by all unit owners involved. All other requirements of Section 

C above also apply, as well as all other applicable provisions of this Resolution. 

E. Combined Units 

Pursuant to Article 2 of the Declaration, boundaries of adjoining units may be relocated in 

accordance with Virginia Code Ann. 55-79.69 and 55-79.70; provided however, that the prior written 

0 
consent of the Board of Directors and any mortgagees of the units involved shall be required to permit 

such relocation and provided further that the structural integrity of the building is not impaired. 

Written application for such a change must be made to and approved by the Covenants Committee 

prior to commence of work. Construction and/or demolition of dividing partitions must be done in such 

a way as to not unreasonably disturb or interfere with other residents. Responsibility for removal of any 

debris, including cost, if any, shall be borne by applicant. 

IV. REQUEST FOR REVIEW PROCEDURES 

.4. Requirements for All Applicants 

1.  Each applicant shall submit hlsher proposal for an addition, alteration or improvement 

to his unit in writing, using a Design Review Application. The Application must contain 

or be accompanied by a description of the project including, as applicable, the nature of 

the project and details on the height, width, length, size, shape, color, materials and 
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location of the proposed improvement. Samples of materials and colors and sketches of 

the proposed treatment andlor photographs of similar completed projects will aid in 

consideration. Applicants should use the submittal as their opportunity to justify the 

proposal, and should include any other materials that would support favorable 

consideration. 

2. Oral requests will not be considered. 

3. Each alteration or addition must be specifically approved even though the intended 

alteration or improvement conforms to the Condominium Instruments, Rules and 

Regulations or this Resolution, and even when a similar or substantially identical 

alteration or addition has previously been approved. 

4. If either the Covenants Committee or the Board wishes to obtain architectural and/or 

engineering services to act upon a request for alterations, additions or improvements by 

an individual applicant, it is hereby presumed to an inherent part of the cost of additions, 

alterations or improvements exclusively, or substantially exclusively, for the benefit of the 

applicant. The applicant shall be advised of such costs. Only upon written approval by 

the applicant to pay for such costs will the Covenants Committee or Board proceed with 

the application. Refusal by the applicant will result in an automatic rejection of the 

application. 

5 .  The applicant shall be informed in writing of the decision. 

6.  If the proposal is rejected, the reason(s) for disapproval shall be stated as part of the 

written decision. 



7. The applicant may request reconsideration if new or additional information which might 

clarify the request or demonstrate its acceptability can be provided. The applicant must 

request reconsideration by the Covenants Committee before the matter may be appealed 

to the Board. 

8. Copies of all Requests for Review will be filed according to unit address, along with the 

written decision and a statement of action taken, if any. There will be a cross-index 

which groups cases into types, for fiu-ther reference. This index shall be made available 

upon request, to any resident considering an alteration or improvement to this property. 

9. Since the Board of Directors and Covenants Committee cannot control work performed 

within a unit, the Unit Owner is responsible for assuring that any changes or additions are 

made in conformance with the application, the Condominium Instruments and this 

Resolution and any conditions or stipulations imposed by the Board or Covenants 

Committee. Failure to comply subjects the unit owner to the remedies set forth in the 

Condominium Instruments, Rules and Regulations and the Resolutions. 

10. Approval of any project by the Association does not waive the necessity of obtaining the 

required governmental permits. 

11.  Obtaining a governmental permit does not waive the need for Association 

approval. 

12. The Association shall not knowingly approve a project which is in violation of the local 

building or zoning codes. 

Upon determination by the Association that a project is, in fact, in violation of local building or 

zoning codes, such project shall automatically be deemed to have been disapproved by the Board of 

a Directors or the Covenants Committee. The owner shall promptly submit a new request to the Covenants 



Committee showing how the owner proposes to bring the project into compliance with the applicable 

building or zoning code. The Covenants Committee andlor the Board of Directors, as applicable, may 

approve the request, or the Covenants Committee and/or the Board may disapprove the request. If the 

request is disapproved or the project cannot be brought into compliance with the local building or zoning 

code, the property shall be restored to its original condition within sixty (60) days from the date of notice 

sent by the Board o r  Covenants Committee. Such restoration shall be at the owner's sole cost and 

responsibility. 

B. Additional Requirements for Structural Modifications or Remodeling of Units 

For structural or unit remodeling changes (including combinations of units, relocation of unit 

boundaries, and subdivision of units), the following may also be required to the extent applicable: 

1. If the change affects common utilities or involves temporary interruption of common 

utility service, applicants are required to coordinate arrangements with the Association 

office prior to commence of work. In any case, common utility service may not be 

interrupted except between the hours of 9:00 a.m. and 5:00 p.m. on weekdays. Service 

may not be interrupted on weekends or generally observed holidays. 

2. Applicants are responsible for storage of building materials, tools, equipment. replacement 

appliances, etc. Such may not be stored on the General or Limited Common Elements. 

3. Applicants are responsible for removal of debris generated in the course of the change. 

If such debris is not promptly and properly disposed of, the Association will take such 

action and assess the costs thereof against the applicants according to their percentage 

interest at the time. 



4. No sawing, hammering or other noisy construction activities are permitted except between 

the hours of 9:00 a.m. and 5:00 p.m. on weekdays which are not holidays and 10:OO a.m. 

to 5:00 p.m. on weekends and holidays. 

5. The unit owner is responsible for arranging contractor or tradesmen access to the unit. 

6. For significant changes or for changes not previously approved elsewhere on the property, 

it is in the applicant's interest to arrange for a predesign conference with the Covenant 

Committee to explore the concept and determine the preliminary acceptability, as well as 

to explore potential concerns and data requirements. 

7. The submission should consist of the following: 

a. Letter of transmittal 

b. Floor plans 

c. Ceiling plan (if applicable) 

d. Construction schedule 

e. Proposed contracts 

f. Location of storage site of building materials, if any 

g. Certificate(s) of insurance of contractor(s) 

h. Such other information as the Committee may require. 

8. The Committee shall act on the submission and respond within forty-five (45) days after 

written receipt of the fully completed application and applicable fees by the Committee. 

9. Administrative requirements: 

a. Applicant must inform the Association office of the date on which construction 

starts. 



b. If applicant desires to make changes during construction, a revised application 

must be submitted to the Covenants Committee, whlch shall promptly act upon the 

revised application. 

c. Applicant must provide the Association with notice of completion. 

d. Upon completion, the Board or Covenants Committee may inspect the unit and 

common elements and, if satisfied that construction is in compliance with 

approved plans, issue a Certificate of Compliance. 

C. Completion of Alterations 

Construction in accordance with the approved plan must be commenced within six months after 

such approval, and completed within eight months following date of commencement unless otherwise 

authorized by the Covenants Committee at the unit owner's reasonable request. If not commenced within 

this time period, then the approval will be considered null and void, and a new application must be 

made. Construction must be completed as approved; any deviation will be considered a violation. 

V. PROCEDURES FOR MONITORING COMPLIANCE 

A. Inspection 

1 .  Management shall periodically survey the common elements for compliance with design 

standards. 

2. Units are subject to inspection for compliance as part of preparation of Resale Certificates. 

B. Alleged Violations 

1. All reports of alleged violations must be submitted in writing to the Manager. 

2. I f  the Manager determines that a violation exists, the Manager shall attempt informally 
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to obtain compliance through letters and personal contact. If those efforts fail, then the 

manager shall inform the unit owner of the violation in writing, via certified mail, return 

receipt requested, with a copy to the Covenants Committee, giving the Unit owner ten 

(10) days in which to correct the violation. 

3. If the violation is not corrected within the ten (10) day period, the matter shall be turned 

over to the Covenants Committee, which shall then determine the appropriate disposition 

of the matter. 

4.  Covenants Committee actions may include, as appropriate and at the Committee's 

discretion, any or all of the following: 

a. Issuing a cease-and-desist request; 

b. Requiring the Unit Owner to remove the unacceptable improvement or restore the 

affected area to its condition before the change; 

c. Having the Association correct the violation, with associated expenses charged 

back to the Unit Owner; 

d. Assessing unit owners for up to $50 for an offense andlor $10 a day for a 

continuing violation. 

e. Notifying the mortgagee of the violation. 

VI. RIGHTS OF DECLARANT 

Nothing contained in this Resolution shall be deemed to limit or otherwise affect the rights of the 

Declarant as set forth in the Condominium Instruments. 
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EXHIBIT "A" 
TO 

POLICY RESOLUTION NO. 5 
DESIGN REVIEW APPLICATION 

 
Please mail or deliver to: 
 Covenants Committee OR  Covenants Committee 
 Windsor Plaza Condominium Windsor Plaza Condominium 
 c/o Cardinal Management c/o Building Manager 
 4330 Prince William Parkway, Suite 201 1045 N. Utah Street 
 Woodbridge, VA 22192 Arlington, VA 22201 
   
 
I.  APPLICANT INFORMATION (Please Print)  

 
Owner's Narne(s): _______________________________________________________ 
 
Owner's Address:  _______________________________________________________ 
 
 _______________________________________________________ 
 
Daytime Phone #: _______________________________________________________ 
 
Evening Phone #:  _______________________________________________________ 
 
E-Mail:  _______________________________________________________ 

 
 
 
II.  APPLICATION INFORMATION REQUIRED (Please make sure request is legible)  
 
 If you wish to make any of the changes permitted by the Association, please refer to Policy 
Resolution No. 5 (available from the Associate Community Manager), and provide the following, 
as applicable:  

A.  Legibly written description of change(s) desired. Give full details (and/or attached 
exhibits) of the proposed change itself, purpose or reason, type and colors of 
materials, and location on property. Use this as your chance to support your 
request.  

R.  Drawing(s) of proposed change or photograph(s) of other approved change(s).  

C.  Paint/materials/samples as applicable.  

D.  Name(s) and address(es) of person(s) or firm(s) who will do the work.  

E.  Indication of neighbors' awareness of proposed change if it affects them.  

F.  Time schedule for completing the change.  



111. NOTES 

1 .  All proposed improvements must meet local building and zoning codes. Your signature 
indicates that these standards are met to the best of your knowledge. Application for local 
building permit is the applicant's responsibility. 

2. Alterations shall not violate any of the Governing Documents nor any of the provisions 
of Buildings and Zoning Codes of Arlington County. Further, nothing herein contained 
shall be construed as a waiver or modification of any restriction. 

3. The building ordinance of Arlington County requires that you file plans with the Building 
Inspector at 2100 Clarendon Blvd. Rm 805 Arlington, VA 22201, telephone 703-358- 
3800. 

4. The undersigned understands and agrees that no work on this request shall commence 
until written approval has been received. A copy of this application shall be returned to 
you after review. 

Once all information required and any applicable fees have been received by the 
Covenants Committee, the application usually takes no longer than 45 days for complete 
review. 

6. The undersigned has read and understood the applicable provisions of the Declaration, 
Bylaws, and Policy Resolution No. 5 with regard to property changes. 

7. The Association assumes no responsibility for any damage to person or property resulting 
from or related to any change to any property or unit, whether or not such change has 
been approved by the Association, since the Association cannot control quality of 
workmanship relative to the change or errors or omissions of pertinent information on the 
application. 

Applicant's (Owner's) Signature(s): 

Date: - 



EXHIBIT "B" 
TO 

POLICY RESOLUTION NO. 5 
RESPONSE TO DESIGN REVIEW APPLICATION 

Application Received: I I Number Assigned: 

Committee's Action Taken On: I I 

Application Approved: Application Disapproved: Additional Information Requested: 

Committee Reconsidered On: I 1 

Application Approved: Application Disapproved: C] 

Stipulations and Conditions: 






