BELMONT PARK ASSOCIATION
PAINT REQUEST PROCEDURE

To streamline the processing of painting requests for townhome fronts in Belmont Park, the following procedure has been implemented.

· When a homeowner calls the management company to request the front of the townhome be painted, the management company will direct the homeowner to the Architectural Control Committee (ACC) chairperson.  If a homeowner asks any other board member, or member of maintenance, they should also refer the homeowner to the ACC chairperson.
· The ACC chairperson will advise the homeowner if the unit can be painted.  If the unit cannot be painted, the ACC chairperson will advise the homeowner at that time when the homeowner can submit another request for painting.

· If the unit can be painted, the ACC chairperson will have the homeowner complete an ACC form with the chosen colors, and submit the completed and approved ACC form to the management company (or a copy of the form).

· The management company will generate a work order based on the completed and approved ACC form and send it to the maintenance department.

· The maintenance department will schedule the painting.  

· The maintenance department will notify the management company when the work has been completed.
