ARC STEP BY STEP PROCESS FOR PROPERTY DEVELOPMENT DOCUMENT FLOW


Rancho Glenoaks Homeowners Association

ARC STEP BY STEP DOCUMENTATION SUBMISSION PROCESS

A documented (written) step-by-step process for actions and paper flow. This would be for the ARC to use to process the request and get an answer back to the applicant within the time frames defined in the current CC&Rs (new CC&Rs when adopted).  It also would cover processes for extensions of time, resubmits, county required modifications, inspections.  For example:

Submitting Requests for ARC Property Improvement Approval 

Any planned property development or improvement requiring a county permit must be submitted to the ARC for approval prior to submitting the plans, specifications and documents to the county.  This includes plans for installation or modification to utilities (phone, electric, propane, septic and water facilities), grading, buildings, and fencing, etc.    

All ARC approval requests will be submitted in writing and responded to in writing by the ARC and BOD.  No ARC request for property development or improvement shall be processed verbally.  Property owners circumventing the ARC Approval Process will be subject to fines levied by the BOD per the RGO HOA Fines Policy and Procedures Guidelines
.

Property Owner/ARC Property Improvement Approval Process Steps

1. Property owner request an ARC info package from Ralston Management or download from RGO website (http://www.ranchoglenoaks.com/). 


2. Ralston Management provides property owner with info package which includes: (a) Application forms (b) ARC checklist (c) ARC Guidelines (d) ARC step by step process. 


3. Property Owner fills out paperwork and submits the “Application for Development/Improvement of Property” along with one (1) set of development/Improvement plans, specifications and documents, to Ralston Management. (See ARC Procedures/Guidelines and ARC Checklist for documentation to be submitted).  Ralston Management time and date stamps submittal.

4. Ralston Management notifies the Board and Lead ARC Committee Member that package is ready for pickup.

5. ARC Committee reviews information/plans in the package and sends their recommendation to the BOD for review and approval.
6. BOD returns package to ARC Lead.
7. ARC returns the approved recommendation and course of action to be taken by property owner to Ralston Management (i.e. approved, resubmit with additional info, modification, etc.) 
8. Ralston Management notifies property owner via registered/ certified mail.
9. If there are any changes to any of the plans/documents they should be resubmitted to the ARC, through Ralston Management, for further review.

ARC Approval Process Extensions
The ARC shall approve or deny plans and specifications within thirty (30) days and forward their findings and recommendations to the RGO HOA BOD thirty (30) days from receipt of the “Application for Development / Improvement of Property”, unless the ARC notifies the RGO HOA BOD and the owner within twenty (20) days, that an additional period of time, not to exceed thirty (30) days, is required for such approval or disapproval.  In that case, the ARC may approve or deny such plans and specifications in the extended period of time. The plans and specifications not approved or denied within the time limits provided herein shall be deemed approved as submitted (CC&Rs, Article IX: ACC, 9.03)
Inspection Process
After construction plans, specifications or other data has been approved or been deemed approved (the "Approved Plans"), any agent of the ARC may, after reasonable notice, enter upon the lot to inspect the progress of the improvement and determine if the construction is proceeding according to the Approved Plans. (CC&Rs, Article IX ACC, 9.02)
If construction is proceeding contrary to the Approved Plans, then one (1) such action shall constitute a violation or breach of the CC&Rs, a notice of a violation or breach shall be forwarded by the ARC to the RGO HOA BOD for action.  The property owner shall be notified in writing of the violation or breach within 15 days from the receipt of the ARC written notice to the BOD.

If construction is not commenced in accordance with the Approved Plans within one hundred eighty (180) days of the date upon which the plans were approved or deemed approved, then the ARC may withdraw its approval of the plans and specifications, providing that there has been a change of circumstances so that the ARC would not have granted approval if the plans and specifications had been then submitted. The ARC shall forward a notification of “withdrawal of approval” to the BOD. The BOD shall notify the property owner in writing via certified mail with in 15 days of ARC’s action.
Appeal Process
Any property owner, in disagreement with the ARC recommendation(s) and RGO HOA BOD written determination may request, in writing, a hearing before the BOD, in which the property owner may plea his/her case and present rationale and evidence to support his/her position.  The BOD shall hear all arguments and render a decision within forty-five (45) days in writing to the property owner disputing an ARC recommendation.  The BOD reserves the right to request additional information from the ARC or the property owner, request expert witness testimony and seek legal counsel prior to rendering a final decision. Conflict resolution determinations by the BOD are final and not appealable. 

Liability of ARC
Neither RGO HOA BOD, the members of the ARC or its representatives, their successors or assigns, shall be liable for damages to anyone who has   submitted plans to them for approval.  See CC&R paragraph 9.04 for the covenants, conditions, and restrictions on the liability of the BOD, ARC or its representatives
ARC Procedures/Guidelines Updates/Modifications
This guideline shall be reviewed and updated annually in order to maintain the membership’s current consensus of acceptable standards. Each year a committee shall be formed to review and solicited input from the membership at large.  The BOD and ARC shall have the final approval for any modification to this guideline unless a 2/3rd majority of the membership petition and request specific changes to the ARC Policy and Procedures.
The updated ARC Procedures/guidelines shall be published and distributed during November of each year.  

� Fines Policy and Procedures published and distributed November 2001
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