
WEST OX CLUSTER HOMEOWNERS ASSOCIATION
(dtbl al FOX RLIN HOI4EOWNERS ASSOCIAITON)

Poiicy Resolution No. 18- i

(Procedures Related to the Submission and Resolution of Complaints)

WHEREAS, Article XI, Section 1 of the Bylarvs of West Ox Cluster Homeorvners
Association (the "Bylarvs") provides that the affairs of the Association shall be managed by a

Board of Director:s (the "Board"); and

WHEREAS, Section 55-530(E) of the Virginia Code requires that the Association
estabiish reasonable procedures for tire resolution of written complaints fiom the members of the
Association or other citizens; and

WHEREAS, Section 18VAC48-70-i0, et seql of the Virginia Adrninistrative Code
requires that the Association enact the rvritten complaint procedures required by Section 55-530(E)
of the Virginia Code and outlines the requirements of said complaint procedules; and

WHEREAS, the Board belierres it is in the best interest of the Association and the
Menibers to adopt orderly complaint procedures and to clai-ify tlie rights and responsibilities of
Members w-iro allege tirat an action, inaction or decision of the Association, the Board, or the
Association's managing agent is inconsistent with state law-s or regulations goveming the
Association.

NOW, TI{EREFORE, BE IT RESOLVED THAT the Board adopts the following policy:

1. Complaint l\{ust Be in Writing. The Association is only requiled to act on rvritten
complaints (a "Complaint") rvhich perlain to Common Interest Comrnunity ("CIC") Iau,
ol regulations, and is subrnitted to the Board or the Association's managing agent (the
"Managing Agent") in accordance rvith the procedures set forth in this Resolution.

2. Complaint Form. In order to properly submit a fonnal Complaint upon rvhich the
Association rvili act, all residents, o\4/ners and any other parties must subrnit a rvritten
Compiaint on the fonl attached hereto as Exhibit A, to the Association by sending it to
the l\4anaging Agent.

A copy of these complaint procedures (including the required Complaint Fonl) will be
available upon request from the Association by contacting the Managing Agent.

3. Where Complaints Should be Sent. A11Cornplaints, including the complaint form and
any attachments, shall be sent either via United States Postal Service mail, hand-delivery.
or facsimile to the Managing Agent using the follou,ing information, unless otheruise
advised and requested by the Association's Board:

West Or Cluster Horneorvners Association
c/o SFMC
9464Innorration Drive, Manassas, VA 201 i0
(703) 392-s039 - Fax



^ Required Information. All Compiaints must coneem a matter regarding the action,
inaction or decision b), or of the Boa:'d that is inconsisteirt rvith appiicable larvs and
regulations. All Complaints sliall include tire follow'ing infonlation or shali be deemed
incomplete and nonactionable, at the Board's sole discretion:

The name and address of the cornplainant;
Tire nature of the alleged complaint, including the relevant
times, dates and places involved;
Reference to the applicable laws or provisions of tlie Goveming
Documer:ts that the complaint concerrs (copies are not
required);
The narne and address of any other persons involved, if known;
Any other irrfoimation the complainant deems relevant for the
Board's revierv;
The signature of the complainant.

Acknorvledging Receipt of Complaint. Within seven (7) days of receipt of a
Complainant's Cornplaint Form, the Managing Agent shall provide the Complainant with
u,ritten acknowledgement of the Association's receipt of the Complaint.

A. Non.actionable Conrylaint ar Contplaint l|/hiclt Doesn't Pertain to CIC Latp. If it
appears to the Managing Agent that the subinitted Complaint is missing the
required minimun information, then the acknou,ledgment of receipt shall include
notice to the Cornplainant of the identified problem(s) rvith the Complaint and
advise the Complainant that helshe will need to submit a revisedlconected
Complaint before it can be accepted and forwarded to tire Board for consideration.

B. Fonqarding to the Board.If it appears to the L4anaging Agent that the submitted
Complaint includes the required minimura information and pertains to a rriolation
of CIC 1au, or regulation, then the Malagir:.g Agent shall provide the Board rvitir a
copy of tlie Complaint for consideration.

Formal Action - Consideration of Complaint by Board. A11 completed, signed and
dated Complaints fonvarded to the Board shali be considered by the Board at a meeting,
and the Board shall decide w-hat action, if any, to take in response to the Complaint.

A. Meeting at v,ltich Contplaint v,ill be considered. Compiaints rvi11 be considered by
the Board at a regular or special Board meeting held il,ithin 90 days from the date
on rvldch the corlplaint u'as forq,arded to the Board for consideration.

B. Atotice to the Cantplainant. At least fourteen (14) days prior to the Board meeting
at rvhich the Complaint u,illbe considered, the Managing Agent shall provide the
complainant rvith notice of tire date, time, and location of the Board meeting at

1)

2)

4)
5)

3)

6)

5.

6.



which the matter u,ill be considered by the Board. This notice may be combined
ivith the acknorvledgment of receipt referenced in section 5 above.

C. Board's Deci.sion on Cantplaint. The Board shall make a decision on the

Complaint by an appr:opriate vote of the members of the Board at the meeting
pulsuant to the Association's goveming documents. The Board's decision at the

meeting shall fa1l into one of the follorving trvo categories:

a. A decision tirat there is insfficient information onivhich to make a finai
deternination on the Complaint or tlrut additional linte is oth.enttise requit'ed
to make a final detenlination, in u,hich case the Board shali postpone rnaking
a final detenlination on the Complaint until a later scireduled Board meeting
(announced at the ineeting or by giving at least 14 days' notice to the

Complainant) and, if needed, make a ra'ritten request for additional
infomration from iire applicable parly(s), specifying a deadline by whicli time
the additional infonnation must be received by the Managing Agent for
forwalding to the Board; or

b. A final determination ott the Coinplai.nt, indicating u,hether the Complainant's
requested action or resolution is, or is not, being granted, approved, or
implemented by the Board. A final detentination may include, for example, a

decision that no action rvill be taken on the Complaint due to the Complainant
failing to timely provide additionai information that u,as requested by the

Association. No appeal process is available; the Board's rendered decision is
final.

7 . Notice of Final Determination. Within seven (7) days after tlre final deterrninatioir is made

(per subsection 6(C)(b) above), the Managing Agent shall provide the Coinplainant rvith written
notice of the Board's final determination. The notiCe of final detennination shall be dated as of the

date ofissuance and include:

A. Speci{ic citations to applicable provisions of the Association's gorreming

documents, laws or regulations that led to the hnal deterinination;

B. The Association's registration number as assigned by the Common Interest
Community Board (the "CICB"), and, if applicable, the irame and ClCB-issued
license nunber for the Managing Agent; and

C. Notice of the Cornplainant's right to file a "Notice of Final Adverse Decision"
rvith the CIC Ornbudsma:r:

Vir gini a Common Intere st Coinmunity Ombudsmau
9960 Mayland Drive, Suite 400
Richmond, Virginia 23233 -1 4 63

Phone: 8A4-367-2941

Emaii : CiCombudsrnan@dpor.virginia. gov



8. Records. The Managing Agent shall retain as part of the Association's records, a record
of each Complaint (including the Coinplaint Fonn and attactunents, related
acknowledgments and notices, ald aay action taken by the Association or Board in
response to such Complaint) for a period of at least one (1) year from the date of the
Association's final action on the Cornpiaint.

g. Availabilify. A copy of these procedures shali be made available to all ou,ners and
citizens upon request.

10. Resale Diselosure. A copy of these procedures, including the Exhibit A Complaint
Fomr, shall be included in any resale disclosure packet/certificate issued after the

effective date below

11. Annual report. The Association sha1l certify with each annual report filing tirat the
Association cornplaint procedure has been adopted and is in effect.

-,,/ ii
EFFECTIVE DATE OF RESOLUTION

Tire provisions of this Resolution shail becoure effective / / ll , 2018.



Exhibit A
WEST OX CLUSTER HOMEOWI.{ERS ASSOCIATION

(d/b/a FOX RUN HOI,IEOWNERS ASSOCIATIOIT{)
COMPLAINT FORI\{

(To compiy rvith Section 55-530 of the Virginia Code and l8 VAC 48-70-70, et seq.)

You may use this form to file a complaint concerning the West Ox Ctruster Homeolrners Association
(dlblzl Fox Run Homeorvners Association) (the o'Association"). Should y,ou choose to fIIe a complaint
using this form, please complete, sign and date this form and rnail or fax it to the Association's comrnon
interest community manager at the address below:

West Ox Cluster Homeou,ners Association
c/o SFMC
9464 Ini-iovation Drive, Manassas, VA 201i0
(703) 392-5039 - Fax

Name of Cornplainant(s):

Address:

Phone: (Home) (Work)

(Mobile) (Email)

Preferred method of comrnunication: Writing E-rnail

Please described the nature of your complaint and cite any provisions of the Governing Documents or
applicable laws or regulations that are the basis for your eomplaint (please attach ail documents and
communications supporfing your complaint - you may use additional pages):

Name and address of persons that are the subject of eomplaint.'

Description of relief being sought by cornplainant or requested action:



Be advised, the Association may elect not to take action on any complaint which does not conform to the
above-referenced delivery requirements or include the requested inforrnation on this forrn.

The Association rvill provide rvritten acknolr,ledgement of receipt of the form within seven (7) days via
certified mail, hand delivery, or electronic means, if applicable. If additioaal information is required,
you will be notified in accordance x'ith Seetion 5 of the Association's cornplaint procedures.

The Association will begin investigation of your complaint rvhen it has received a complete and
actionable rvritten complaint.

You will be notified of when and where your rnatter will be reviewed by the Board (or other body, if
applicable).

After the Board has made its final determination, the Board will send you a rvritten Notice of Final
Deterrnination within seven (7) days of the decision by either via certified mail, hand delivery, or
electronic means, if applicable.

Once you have received a Notice of Final Determination, you have the right to contact the Office of the
Cornmon Interest Communify Ombudsman. In accordanee wifh the Common lnterest Community
Board's (*CIC Board") rules and procedures and Va Code $ 55-530, you ma)r give notice to the CtC
Board of any final adverse deeision rvhich your Association may make regarding your complaint. You
must file the notice rvithin thirty (30) days of the final adverse decision. Your notice must be in writing
on forms prescribed by the CIC tsoard, shall include copies of all records pertinent to the decision, and
shail be accompanied by a $ 25 filing fee. The CIC Board may, for good cause shown, waive or refund
the filing fee upon a finding that pal,rnent of the filing fee will cause you undue financial hardship. For
more information or to submit a complaint to the Common Interest Community Ombudsman, please
contact the Office of the Common Interest Community Ombudsman at:

Virginia Comnon Interest Community Ombudsman
9960 h4ayland Drive, Suite 400
Richmond, Virginia 23233 -1 463

Phone: 804-367-2941

Email : CICOmbudsman@dpor.virginia.gov

You rnust date and sign this forrn. Anonymous ccmplalnts il'ill not be accepted.

Signature:

Date:

The Association lviil maintain a record of your complete and actionable complaint for one (1) 5,ear from
the date upon rrhich it takes action to resolve your complaint.

To be completed by Association representatit'e only

Received by:
Date:


