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INTRODUCTION
This Manual is intended to assist Co-Owners in carrying out their duty to know
and abide by the rules of Alexandria House – rules calculated to attain our
common objectives of:
a.
maintaining and improving our property; preserving and increasing its
value; and
b.

sustaining and enhancing Alexandria House residents' quality of life.

By the very act of our becoming Co-Owners, we are presumed to know the
rules that govern our interest in, and existence at, Alexandria House. This
entails, for each of us, the responsibility to abide by these rules.

Every Co-Owner is RESPONSIBLE for the conduct of all members of his/her
household, and of anyone else whom he/she may introduce or enable others to
introduce to Alexandria House, for however long they may remain on our
property. He/She will be held LIABLE for the costs of any damage those persons
may do to the Common Elements or to other Co-Owners' property.
Co-Owners who have out-leased their Apartments MUST ensure that their
Tenants are aware of, and conform to, our rules. The Council and its agents will
deal with delinquent Tenants through the responsible Co-Owner; except in
emergencies, they will NOT deal directly with a delinquent Tenant.
The Manual is in two Parts:
Part One contains “summaries of rules that bear directly upon individual
Co-Owners, the Council, and its Board of Directors and Officers” – rules
that, for the most part, lie beyond our ability to change easily. Their Sources and
Usage Conventions are shown in Part One, II – The Governing Documents and
for purposes of clarity, some of them are cited more than once. There are many
similar rules, dealing with unusual events and unlikely occurrences (e.g.,
catastrophic damage to our buildings, foreclosure on Apartments, dissolution of
the Council), but they are not treated here.
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The rules that are summarized in Part One define our property and its use; they
provide for harmony within our tightly knit community that inhabits Alexandria
House; they establish bases for organizing our community and effectively
tending its affairs; they prescribe how our property shall be operated, maintained,
and improved; how its expenses shall be borne; how it shall be administered; and
how those who do not comply with these rules shall be sanctioned.

Part One is intended to convey the essence of significant rules for
Alexandria House Co-Owners and Residents. In applying any of these rules
to specific issues, you should always rely upon the language of the original
official source.

Part Two contains the “Rules and Regulations” for Alexandria House, and the
“Policies” from which they derive – complete and in their current form. Building
on the rules set forth in Part One, the “Policies, Rules, and Regulations” apply
to specific aspects of our existence at Alexandria House. Since they are created
by the Council and its Board of Directors, those same bodies are empowered to
amend and rescind them, and, within the limits of their authority, to adopt such
other Policies, Rules, and Regulations as may be necessary and appropriate.
We have many rules, but the essence of a pleasant, trouble-free existence at
Alexandria House is not hard to remember; it boils down simply to this:

Be considerate of your neighbors and treat them in the same way that you
would have them treat you.
For the benefit and positive future of Alexandria House, please pay your
bills promptly.
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THE ALEXANDRIA HOUSE “REFERENCE MANUAL”

PART ONE
A SUMMARY OF:
“STATUTES AND CONDOMINIUM INSTRUMENTS”
AS THEY PERTAIN TO:
“CO-OWNERS AND RESIDENTS”
OF ALEXANDRIA HOUSE.
ADOPTED BY THE BOARD NOVEMBER 7, 2013
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PART ONE

SOURCES AND USAGE CONVENTIONS

Sources of material summarized in Part One of this Alexandria House Reference
Manual include:
Virginia Statutes:
Condominium Act.
Nonstock Corporation Act.
Property Owners' Association Act.
Virginia Administrative Code:
Chapter 305 (Rules for Electricity and Natural Gas Sub-metering and for
Energy Allocation Equipment, June 3, 2002).
Special Use Permit #866, August 1, 1972:
Representations Made by Madison Associates.
Conditions Imposed by City Council.
The Master Deed for Alexandria House (The Declaration):
Exhibit A (Description of Land).
Exhibit B (Contract between Madison Associates and the City of Alexandria,
August 1, 1972).
Exhibit C (The Plans).
Exhibit D (Area and Description of Apartments).
Exhibit E (Percentage of Undivided Interest in Common Elements for Each
Apartment Type).
Exhibit F (Amended and Restated By-Laws of the Council of Co-Owners of
Alexandria House).
Exhibit G (Property Maintenance Agreement).
Usage Conventions throughout this Reference Manual:
“Commercial Apartment–A.” “Commercial–A,” and “the Commercial Apartment”
are synonymous terms that are used indiscriminately in the Governing Documents to
describe the property which, in this Manual, we refer to as “Commercial Apartment–A.”
“Co-Owner of Commercial Apartment–A” (and other forms thereof, as noted
immediately above) is a term that appears as singular in the Master Deed; in the ByLaws it is plural. In this Manual, we employ the singular form.
“Governing Documents” include the Master Deed and its exhibits (i.e., the ByLaws), and the Policies, Rules, and Regulations contained in Part Two.
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"Land" is a three-dimensional concept and includes parcels with upper and/or lower
boundaries; parcels of airspace constitute land [Condominium Act 55-79.41].
“Limited Common Elements” are defined as being portions of the Common Elements
that are reserved for the exclusive use of one or more, but less than all, of the Apartments
[Condominium Act 55-79.41], and lie outside those Apartments' boundaries
[Condominium Act 55-79.50.(c)]. In our case, the Master Deed provides for less than the
Act allows, although the Act [Condominium Act 55-79.54.(a).(6)] enables us to increase
the presently designated Limited Common Elements, should that ever become desirable.
“Mortgagee” is the holder of a mortgage; the term includes first mortgage holders,
holders of first trust security interests and first deeds of trust, and all similar entities. (A
Co- Owner who has mortgaged his/her Apartment is a “Mortgagor;” this relationship may
be expressed as Mortgagee/Mortgagor = Lender/Borrower.)
“The Act” is the Virginia Condominium Act.
“The Board” is the Council’s Board of Directors.
“The By-Laws” are the Amended and Restated By-Laws of the Council of CoOwners of Alexandria House [Master Deed Exhibit F].
“The Council” is the Council of Co-Owners of Alexandria House.
“The Property Maintenance Agreement” is Master Deed Exhibit G.
ADOPTED BY THE BOARD NOVEMBER 7, 2013
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THE GOVERNING DOCUMENTS
Key Points for Co-Owners:
You received the Reference Manual under which Alexandria House operates
when you purchased your Apartment.
You are presumed to know what those rules require.
You must abide by the Rules, and ensure that your family members, guests,
employees, and Tenants also comply with them.

Compliance. Every Co-Owner, Tenant, and other person who is entitled to occupy an
Apartment MUST comply with all applicable provisions of the Condominium Act and other
pertinent statutes and ordinances, and the Governing Documents. [Condominium Act 5579.53.A; By-Laws I.3]
Provisions of the Condominium Act MAY NOT be varied and rights granted by the
Act MAY NOT be waived. [Condominium Act 55-79.41:1]
The Governing Documents MAY NOT prohibit or limit the lawful operation of
Commercial Apartment–A. [Master Deed X]
Dissemination. Every Co-Owner, at the time he/she purchases his/her Apartment
MUST receive from the seller a resale certificate which includes a copy of the Amended and
Restated By-Laws of the Council of Co- Owners of Alexandria House, and a current copy of
the Reference Manual, containing the Council's Policies, Rules, and Regulations.
[Condominium Act 5579.97.C.10]
Assumed Acceptance. The acquisition, rental, or occupancy of an Apartment by any
person or entity signifies that he/she accepts the Governing Documents and confirms that
he/she MUST comply with them. [By- Laws I.3]
Sanctions for Non-Compliance. The Council is EMPOWERED to impose sanctions
upon Co-Owners and those for whom they are responsible who violate provisions of the
Governing Documents. (Note: See also “Violations, Disputes, Sanctions, and Complaints” at
Page 60.) [Condominium Act 55-79.80:2.A]
Amendment. The Council MAY change the Governing Documents under the
following conditions.
To change any provision of the Master Deed –
All Co-Owners MUST approve the Amendment. [Master Deed XIX]
Every mortgagee of any Apartment or any portion of the Common Elements
MUST approve the Amendment. [Master Deed IX]
To change any provision of the By-Laws –
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The Council MUST convene a Special Meeting for that purpose. (Note: See
also “Special Meetings” at Page 26.) [By-Laws X]
Chase Manhattan Bank, NA, and Household Bank, FSB (for so long as each is
a mortgagee of any Apartment) MUST approve the Amendment. [By-Laws X]
Co-Owners holding at least 75% of the votes MUST approve the Amendment.
[By-Laws X]
The Amendment MUST be recorded among the land records of the City of
Alexandria. [By-Laws X]
To change any provision of the Policies, Rules, and Regulations, a majority of the
Council, or the Board, MUST approve the Amendment. [Master Deed IX; By-Laws IV.2]
The President MAY prepare and execute an amendment to the Master Deed
reassigning all rights and obligations with respect to a particular Limited Common
Element. [Condominium Act 55-79.57.B]
This process is applied routinely in reassigning parking spaces from one CoOwner to another. (Note: See also “LIMITED COMMON ELEMENTS” at Page
13.)
Upon the affirmative vote of two-thirds of the Directors, the President MAY
unilaterally supplement, and correct mistakes, errors, inconsistencies, and ambiguities in
the Governing Documents. [Condominium Act 55-79.71.F]
Such supplements and corrections MAY NOT materially reduce what the obligations
of the Co-Owners would have been if the mistake, error, inconsistency, or ambiguity had
not occurred. [Condominium Act 55-79.71.F]
ADOPTED BY THE BOARD NOVEMBER 7, 2013
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THE PROPERTY

Key Points for Co-Owners:
You own real property consisting of two inseparable parts:
A portion of Alexandria House is designed and intended for individual
ownership and occupancy – your Apartment.
An undivided interest in the Common Elements.
You must keep your Apartment in a clean, sanitary, and safe condition.
So much of Alexandria House as serves only your Apartment, and no more, is
a part of your Apartment, and belongs to you.
So much of Alexandria House as serves more than your apartment, or is an
integral part of property that serves more than your Apartment, is a Common
Element and belongs to all the Co-Owners.
Your interest in the Common Elements is shown in Table 1 on Page 6.
You must pay for the operation, maintenance, and improvement of the
Common Elements according to your specified interest in them.
Some possible uses of your property are prohibited – be sure that you know
what they are.

Alexandria House is real property; it consists of:
Parcel I – the land in the block bounded by Madison, North Pitt, Wythe, and North
Royal Streets. [Master Deed Exhibit B; Special Use Permit]
On Parcel I–A basement and sub-basement containing a two (2) level parking
garage; a 23–story condominium apartment building (containing the residential
Apartments); and a two story mixed retail-office-restaurant building (Commercial
Apartment–A). [Master Deed Exhibit B ; Special Use Permit]
Parcel II – the land in the northern half of the block bounded by Madison, North
Royal, Wythe, and North Fairfax Streets. [Master Deed Exhibit B; Special Use Permit]
On Parcel II – open space dedicated to use as a park and available to the
general public. [Conditions Imposed by City Council 5]
The land is described in Exhibits A and B to the Master Deed. [Master Deed Exhibit
B; Special Use Permit]
Plans for the buildings and basements are at Exhibit C to the Master Deed. [Master
Deed Exhibit C]
The Apartments.
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Alexandria House consists of 208 residential Apartments, of 13 types, and one (1)
Commercial Apartment. [Master Deed II; Legal Interest]
Types of Apartments: The several types of Apartment, together with the number of
bedrooms, square footage, and undivided interest in the Common Elements allocated to
each of the Apartments are displayed in TABLE 1 on Page 6 – THE APARTMENTS.
[Master Deed Exhibit C; Master Deed Exhibit D; Master Deed Exhibit E]
Separation. For purposes of titles, assessments, and taxation, each Apartment
constitutes a separate parcel of real estate. [Condominium Act 55-79.42]
Ownership. Each Apartment is owned by a Co-Owner. [Condominium Act 55-79.41]
He/She MAY – sell, lease, or encumber his/her Apartment. [Master Deed II]
He/She holds an undivided interest in the Common Elements, that MAY NOT
be altered or separated from his/her Apartment. [Condominium Act 55-79.55.(b),(f);
Master Deed VII.D]. That interest is deemed to be conveyed or encumbered with
the Apartment. [Master Deed VII.D]
Liens. Assessments imposed by the Council for operating and maintaining the
Common Elements and or paying common insurance premiums constitute a lien upon
each of the Apartments that is superior to all liens other than liens for real estate taxes
and first mortgages. [Master Deed XII]
TABLE 1 – THE APARTMENTS
TYPE

SQ FT

APARTMENTS

NO. OF
APTS.

INTEREST

I

One Bedroom Type One

1,161 Tier 10 - Floors 2-21

20

0.344%

II

One Bedroom Type Two

1,285 Tier 06 - Floors 2-21

20

0.380%

IIIA

One Bedroom Type Three

1,772 #2202, #2207

2

0.525%

IIIB

One Bedroom Type Three

1,760 #2203

1

0.521%

IV

One Bedroom Type Four

1,639 #2205

1

0.485%

V

One Bedroom Type Five

984 Tier 05 - Floors 2-21

20

0.291%

VI

Two Bedroom Type One

1,792 Tier 03 - Floors 2-21

60

0.530%

20

0.455%

1,792 Tier 04 - Floors 2-21
1,792 Tier 09 - Floors 2-21
VII

Two Bedroom Type Two

1,536 Tier 07 - Floors 2-21
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VIII

Two Bedroom Type Three

1,829 #2204

1

0.541%

IX

Two Bedroom Type Four

2,261 #2201, #2208

2

0.669%

X

Two Bedroom Type Five

1,553 Tier 01 - Floors 2-21

20

0.460%

XI

Three Bedroom Type One

2,067 Tier 08 - Floors 2-21

20

0.612%

XII

Three Bedroom Type Two

2,413 #2206

1

0.714%

XIII

Three Bedroom Type Three

1,975 Tier 02 - Floors 2-21

20

0.584%

XIV

Commercial A

1

1.031%

35,907

NOTES:
1.

Information is based on Exhibits B and D to the Master Deed.

2.
Square Footage (SQ FT) includes the balcony and is plus or minus 25
SQ FT due to structural or mechanical variances.
3.
The “INTEREST” column provides the Percentage of Undivided
Interest in Common Elements for each Apartment type.
2.1.

RESIDENTIAL APARTMENTS:

Plans for the residential Apartments are at Exhibit C of the Master Deed. [Master
Deed Exhibit C]
Boundaries. Each residential Apartment's boundaries are:
Vertical – the interior surfaces of its three perimeter walls projected to the
outer edge of its balcony. [Master Deed III.A.1; Master Deed Exhibit C]
Horizontal – the upper surface of the floor slab immediately below, and the
lower surface of the ceiling slab immediately above. [Master Deed III.A.1]
A Residential Apartment INCLUDES –
all space within its boundaries; [Condominium Act 55-79.50.(d); Master Deed
III.A.1]
walls and interior partitions within its boundaries, that are not load- bearing;
[Condominium Act 55-79.50.(d); Master Deed III.A.1]
materials constituting any part of the finished or decorated inner-surfaces of
walls, floors, and ceilings, including, but not limited to: lath, plaster, drywall,
wallboard, plasterboard, paneling, paint, wallpaper, tiles, finished flooring, and any
other materials constituting a part of the finished surfaces; [Condominium Act 5579.50.(b); Master Deed III.A.1]
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installed fixtures (e.g., washer/driers, stoves, garbage disposal units,
refrigerators, and dishwashers); [Master Deed III.A.1]
doors (excluding the exterior finished surface of doors opening onto
corridors), windows, and glass walls and their frames; and [Master Deed III.A.1]
its attached balcony. [Master Deed III.A.2]
A Residential Apartment DOES NOT INCLUDE perimeter walls, floor and ceiling slabs, interior load-bearing walls, and
columns; [Master Deed III.A.1]
exterior finished surfaces of doors opening onto corridors; [Master Deed
III.A.1]
pre-cast walls and metal picket railings, partitions, and pre-cast columns on its
balcony; or [Master Deed III.A.2]
any portions of the Common Elements services and utilities lying within its
boundaries. [Master Deed III.A.1]
Easements. Easements are reserved through each of the Apartments and the General
and Limited Common Elements for the benefit of other Apartments, as may be required
for installing and maintaining utility lines and heating, air cooling, and ventilating ducts
and/or lines in the locations where they were originally constructed. [Master Deed XV]
An Apartment MAY NOT be burdened by additional or relocated easements
beyond those reserved through each Apartment and the General and Limited
Common Elements for the benefit of other Apartments, unless the easement is
approved in writing by its Co-Owner, together with that Apartment's mortgagees, if
any. [Master Deed XV]
Right of Entry.
Persons authorized by the Board for that purpose MAY enter any Apartment,
with or without prior notice, in case of any emergency originating in, or threatening,
the Apartment or a Common Element, whether its Resident is present at the time or
not. [By-Laws VII.6.(a).(1)]
Persons authorized by the Board for that purpose MAY enter any Apartment to
accomplish scheduled inspection and to repair Common Elements. Its resident
MUST be given a minimum of 24 hours’ notice of such entry. [By-Laws
VII.6.(a).(2)]
When so requested, a Co-Owner MUST permit persons authorized by the
Board to enter his/her Apartment for purposes of performing installations,
alterations, or repairs to mechanical or utility services that are necessary to be done
in his/her Apartment. [By-Laws VII.6.(b)]


Requests for entry MUST be made in advance. [By-Laws VII.6. (b)]
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 Entries MUST be made at times convenient for the Resident. [By-Laws
VII.6.(b)]
Right to Lease. Subject to the provisions of the Governing Documents, a Co-Owner
MAY lease his/her Apartment. [Master Deed XVI.A]
He/She MAY NOT rent it out to transients; i.e., for periods of less than 30
days. [Master Deed XVI.A]
Use of Residential Apartments. Using a residential Apartment for other than
residential purposes and business activities, within the limits prescribed by the governing
documents, is PROHIBITED. [By-Laws VII.3.(a)]
As an exception to the foregoing, a Resident MAY use his/her Apartment for
professional or commercial purposes that are permitted by the zoning ordinance of
the City of Alexandria. [By-Laws VII.3.(a)]
Keeping, breeding, or maintaining pets for commercial purposes in any
Apartment is PROHIBITED. [Master Deed XVI.F]
Co-Owners' Duties. Every Co-Owner, at his/her own expense, MUST –
perform maintenance and repairs which, if omitted, will affect Alexandria
House as a whole, or in parts belonging to other Co-Owners; and [By-Laws
VII.2.(a)]
keep his/her Apartment in a clean, sanitary, and safe condition. [By-Laws:
VII.2.(c)]
Co-Owners' Responsibilities. Every Co-Owner is RESPONSIBLE for –
damages and liabilities resulting from his/her failure to perform necessary
maintenance and repairs; [By- Laws VII.2.(a)]
all costs of repairing installations and services (e.g., water, lighting, windows,
doors, air conditioners, and telephones) within his/her Apartment and belonging to
that Apartment; [By-Laws VII.2.(b)]
the costs of repairing, renovating, restoring, or replacing installations and
services within his/her Apartment made necessary by conditions arising in or
through the Common Elements are common costs, and MUST be borne by the
Council. [Master Deed XIV. A ; Condominium Act 55-79.79.A.(ii)]
repairing and replacing, as necessary, all doors, windows, and glass within
his/her Apartment, and all doors (excluding exterior finished surfaces of doors
opening onto corridors), windows, and glass forming parts of its boundaries; and
[Master Deed XIV.A]
obtaining, at his/her expense, his/her own insurance on the contents of his/her
Apartment and the furnishings and personal property that it contains, and his/her
personal property stored on Alexandria House property. [By- Laws VII.8.a]
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Improvements and Alterations. A Co-Owner MAY make improvements or alterations
within his/her Apartment. (Note: See also “Improvements and Alterations” at Page 40.)
[Condominium Act 55-79.68. (a)]
2.2.

COMMERCIAL APARTMENT–A.

Composition. Commercial Apartment–A consists of the entire 2-story building on
Parcel. [Master Deed III.B]
It includes the eight (8) load-bearing columns located in the arcade that
support the building's second floor. [Master Deed III.B.4]
Plans for Commercial Apartment–A are at Exhibit C of the Master Deed.
[Master Deed III.B; Master Deed Exhibit C]
Boundaries. Commercial Apartment–A's boundaries are:
Vertical:
 First floor – the outer surfaces of all load-bearing columns, masonry, and
concrete walls and aluminum and glass walls and doors enclosing that floor.
[Master Deed III.B.3.(a)]
 Second floor – the outer surfaces of all load-bearing columns, masonry and
concrete walls, and aluminum and glass walls enclosing that floor, together with
everything attached thereto as a natural extension thereof. [Master Deed
III.B.3.(b)]
Horizontal:
 Lower boundary – the upper surface of the floor slab on the first floor.
[Master Deed III.B.1]
 Upper boundary – the exterior surface of the roof covering the second floor,
and all mechanical equipment, fixtures, installations, structures, and other
extensions attached thereto. [Master Deed III.B.2]
Easement. A non-exclusive easement is reserved over the plaza's surface and
driveway to a distance of not more than 40 feet from the exterior boundary lines of
Commercial Apartment–A for its lawful business or commercial purposes. [Master Deed
XV]
Responsibilities of Commercial Apartment–A's Co-Owner. The Co-Owner of
Commercial Apartment–A is RESPONSIBLE for all repairs and maintenance, whether
operational or structural, within its boundaries. [Master Deed XIV.B] He/She MUST:
Operate and maintain the first and second floors of Commercial Apartment–A
and its roof and attached fixtures; [Master Deed XIV.B]
pay for all of Commercial Apartment–A's utilities and services; [Master Deed
XIV.B]
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keep their utilities separately metered from utilities provided to the residential
Apartments; [Master Deed XIV.B]
pay Commercial Apartment–A's pro rata share of the costs of operating,
`repairing, and maintaining the Common Elements; [Master Deed XIV.B]
pay assessments levied for the costs of Limited Common Elements assigned
to Commercial Apartment–A; and [Master Deed XIV.B]
maintain, repair, and replace, as necessary, Commercial Apartment –A's
elevator equipment. [Master Deed VI.B]
Common Elements. The Common Elements consist of all parts of Alexandria House
other than Apartments [Master Deed I] ; they INCLUDE –
the land; [Master Deed V.A]
the basement and sub-basement, and all of the foundations, load-bearing columns,
concrete slabs, roofs, masonry, and concrete walls, stairways and other structural
elements of the B-1 and B-2 levels; [Master Deed V.B, H]
the foundations, load-bearing columns, concrete slabs, roofs, masonry and concrete
walls, trash rooms and chutes, stairways, lobbies, corridors, elevator shafts, elevators,
entrances, exits, and other communication ways of the residential Apartment building;
[Master Deed V.C]
all compartments or installations of centralized utilities and services serving one or
more Apartments, including but not limited to: hot and cold water lines, sewerage,
electricity, telephone, television antennas, heating and cooling lines, and conduits and
ventilating ducts; [Master Deed V.D]
all precast and metal balcony railings and all balcony partitions and pre-cast columns;
[Master Deed V.E]
the swimming pool and deck, men's dressing room and sauna, women's dressing room
and sauna, party room and kitchen, and swimming pool equipment room; [Master Deed
V.F]
the outdoor plaza facing the first floor entrance to Alexandria House, and all its
components (e.g., the driveway, canopy, planters, stairways and canopies, benches, curbs,
sidewalks and decks above-ground, and all sub- surface pipes and lines that serve
Common Elements or Apartments); and [Master Deed V.G]
all other parts of the property existing for the common use or necessary to the
existence, maintenance, and safety of the building. [Master Deed V.I]
The Common Elements DO NOT INCLUDE –
any utilities or services within an Apartment serving only that Apartment; or
[Master Deed V.D]
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Commercial Apartment–A's utilities, facilities, and structural components.
[Master Deed V.C]
Co-Owners' Interest in the Common Elements. Each Co-Owner holds an undivided
interest in the Common Elements, as shown in Table 1 at Page 6. [Master Deed VII.A]
He/She MUST share in the expense of operating and maintaining the
Common Elements [Master Deed VII.A] and insuring them [Master Deed XIII.A]
according to the percentage of his/her undivided interest in them.
Subdividing.
The Common Elements MUST remain undivided; Co-Owners MAY NOT
bring any action for partitioning or dividing them. [Master Deed VII.C]
The Council MAY NOT reapportion the Co-Owners' interests in the Common
Elements, without obtaining the written consent of every mortgagee of any of the
Apartments. [Master Deed VII.B]
The Co-Owner of Commercial Apartment–A MAY subdivide his/her interest
at any time by a recorded amendment to the Master Deed, with the written consent
of every mortgagee of interests in Commercial Apartment –A. [Master Deed VII.B]
 That action MUST include Commercial Apartment–A's entire premises.
[Master Deed VII.B]
 The total of the resulting undivided interests MUST equal the total of the
original undivided interests. [Master Deed VII.B]
Use of the Common Elements. Use of the Common Elements is LIMITED to CoOwners and their Tenants, and to Co-Owners' and Tenants' guests, employees, and
business invitees. [Master Deed VIII]
The corridors, sidewalks, driveways, roads, and roadways MAY NOT be used
for any other purpose than normal transit through them. [By-Laws VII.5]
 Placing objects of any kind in the Common Elements is PROHIBITED. [ByLaws VII.5]
 As an exception to the foregoing, individual pieces of art MAY be hung on
corridor walls if no Co-Owner of an Apartment on the same floor objects. [ByLaws VII.5]
Storage Spaces. The Council MAY grant to Co-Owners the exclusive right to use and
secure the storage spaces shown on Exhibit C to the Master Deed. [By-Laws III.1;
Master Deed Exhibit C]
The Council MUST assign at least one such storage space to each Apartment.
[By-Laws III.1]
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User Fees. To the extent the Governing Documents allow, the Board MAY impose
reasonable user fees wherever the Common Elements are applied to the benefit of less
than all the Apartments. [Condominium Act 55-79.83.B]
3.1.

LIMITED COMMON ELEMENTS.
Composition. The Limited Common Elements consist of –
the parking spaces numbered 1 through 387 in Exhibit C to the Master Deed,
the exclusive use rights of which belong to Co-Owners of particular Apartments or
to the Council; and [Master Deed VI.A]
the elevator shaft, elevator lobby, and elevator machine room serving
Commercial Apartment–A. [Master Deed VI.B]

Assignment. Limited Common Elements are assigned either by the Master Deed (in
the case of Commercial Apartment–A's elevator facilities) or pursuant to a provision of
the Master Deed (in the case of the numbered parking spaces); they MAY NOT be
reassigned except by amending those documents. [Condominium Act 55-79.57.A]
A Limited Common Element MAY be reassigned upon written application to
the President, or such other Officers as the Council may specify. [Condominium Act
55-79.57.B]
A Common Element not previously assigned as a Limited Common Element
MAY NOT be so assigned unless the Master Deed is amended by a declaration
stating –


that the Common Element may be so assigned, and –

 once assigned, the conditions under which it may be unassigned and converted
to Common elements. [Condominium Act 55 – 79.54.(a).(6), 55-79.57.C]
Duty of the Co-Owner. Each Co-Owner holding exclusive rights of use for Limited
Common Elements MUST pay his/her pro rata share of the total assessment that the
Council establishes annually for the operation and maintenance of the Limited Common
Elements. [Master Deed VI.A]
Parking Spaces. The parking spaces in the garage are a part of the Common Elements,
owned in fee simple by all Co-Owners according to their ownership interest shown in
Table 1 at Page 6. [Master Deed VI.A]
Parking spaces ARE assigned to individual Apartments for their exclusive
use. [Master Deed VI.A]
Exclusive use of the parking space, or spaces, so designated for a certain
Apartment MAY be sold or transferred among the Co-Owners independently and
separately from their Apartments, with the written consent of any mortgagees of the
affected Apartments or parking spaces. [Master Deed VI.A]
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A Co-Owner MAY rent out the exclusive use rights of parking spaces assigned
to his/her Apartment, independently and separately from that Apartment; the rental
income will be to his/her benefit. [Master Deed VI.A]
The Council holds exclusive use rights for all parking spaces that were
unassigned when the Council took control of Alexandria House. [Master Deed
VI.A]
 The Council MAY rent out the exclusive rights to use these spaces, as it deems
proper. [Master Deed VI.A]
 The Council MUST bear the costs of operating and maintaining these parking
spaces, on the same basis as is prescribed for Co-Owners holding exclusive use
rights to Limited Common Elements. [Master Deed VI.A]
The fee assessment of the garage parking spaces is determined by [Master
Deed VI]:
 The operation and maintenance of the parking garage is defined and agreed to
as 8% of the common costs. (This is two floors of the 25-floor building (2/25 =
8%).)
 The pro rata share of a Co-Owner (or the Council) holding exclusive use
rights for garage spaces MUST be determined by dividing the total assessment for
garage spaces by 398.5, and multiplying the quotient by the number of parking
spaces reserved for the exclusive use of that Co-Owner (or the Council). In
applying this formula, parking spaces numbered 1 through 364 are given a value
of 1, and tandem parking spaces numbered 365 through 387 are given a value of
1.5. [Master Deed VI.A]
 8% of the Common Electrical costs are considered as garage costs. This
amount is prorated based upon ownership % to all Co-Owners including
Commercial Apartment–A.


Final Monthly Fee Example of Calculation Methodology:
They divided the TOTAL GARAGE COST by the total number of spaces
stipulated in the Master Deed (398.5. Not the actual number of spaces
available for use.) to derive a monthly parking space fee (assume cost = fee).
The AH Treasurer maintains a GARAGE TEMPLATE SPREADSHEET to
calculate the garage monthly fees. See the 4-step methodology below:
o
Take the costs without electricity General ledger code 49010 and
multiple by 8%.
o

Divide by 398.5

o
Multiply result of #2 by number of single billable space and by 1.5
times tandem spaces. The sum of these two numbers is the cost that the
parking fees should recover.
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o
Calculate parking fees to recover that amount. Keeping the tandem fee
at 1.5 times the single space fee.
How many parking spaces are there?
TABLE 2 – ALEXANDRIA HOUSE PARKING SPACES
AH Parking Space Breakdown
Resident single spaces

259

Resident Tandem spaces

20

Sub-Total resident spaces
(billable)

279

Council single spaces

13

Original spaces now unusable

20.5

Sub-total not billable spaces

must match Management Company’s
monthly billing

306 is half space
33.5
312.5

Commercial numbered spaces

77

Commercial not numbered

9

Sub-Total Commercial billable

86

Total all spaces

398.5

must match Management Company’s
monthly billing

Obligations of the Council.
The contract between the City of Alexandria and the developer, which authorized
Alexandria House, required that certain actions be taken by the developer and by the CoOwners and Council upon whom his/her responsibilities devolved. Some of those
requirements were met during construction of Alexandria House; others continue to this
day, and are binding upon the Council. Thus, the Council MUST –
maintain a park on Parcel II, made freely and continuously available for use
by the general public; [Conditions Imposed by City Council 5]
keep the plaza open to use by pedestrians; [Conditions Imposed by City
Council 1]
maintain lush landscaping with mature shrubs; [Representations Made by
Madison Associates 2.c]
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provide landscaping on the property along Royal Street to relieve the
potentially oppressive effect of the parking garage wall, when viewed from the
sidewalk; [Conditions Imposed by City Council 2]
use electricity for heating and air conditioning Alexandria House;
[Representations Made by Madison Associates 2.e]
install underground all utility lines on or adjacent to the site; [Conditions
Imposed by City Council 3]
install thermo- and sound-insulated glass; [Representations Made by Madison
Associates 2.d]
apply a bronze finish to balcony railings and window frames; and
[Representations Made by Madison Associates 2.b]
obtain the City Manager's approval of the size, color, and location of all signs.
[Conditions Imposed by City Council 7]
ADOPTED BY THE BOARD JANUARY 12, 2017
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THE COMMMUNITY

Key Points for Co-Owners and Tenants:
Here are the rules that most directly affect the behavior of everyone living in
Alexandria House.
If you are a Resident Co-Owner, you must be sure that you and your family
know which Acts are required and which are prohibited.
If you have out-leased your Apartment, you must ensure that your Tenant
knows these rules, for you will be held responsible for his/her behavior in
Alexandria House.

Composition Mandate. All present or future Co-Owners, Tenants or their employees,
business invitees or guests, or any other persons entitled to use Alexandria House in any
manner, MUST abide by the requirements imposed upon them by applicable provisions of
the Governing Documents. [By-Laws I.3]
Alexandria House Community. The people who inhabit Alexandria House are
described variously in the Governing Documents as:
Co-Owners (Two Types: Resident and Non-Resident.)
Residents
Tenants
Occupants
Members of Households
Guests
Visitors
Invitees
Business Invitees
Employees
Staff
Agents
“Together with their authorized pets, this mix of people comprise the Alexandria House
Community.”
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Ultimate Source of Rights and Duties. All rights and privileges in Alexandria House
are vested in the Co-Owners. The rights and privileges that other Residents enjoy flow to
them from Co-Owners; by the same token, their duties and responsibilities as Residents
devolve ultimately upon Co-Owners. Consequently, the Co-Owner of an Apartment – be
he/she Absent or Resident – bears ULTIMATE RESPONSIBILITY for the acts of
everyone that he/she introduces into Alexandria House.
General Intent. The requirements enumerated here deal mainly with people's conduct.
Although, in some situations, their tone is negative – prohibitory by nature – their
intended overall purpose is positive: To meld heterogeneous individuals into a cohesive
community; to induce Alexandria House's Residents to live in harmony – to get along
together without impeding, inconveniencing, or annoying one another.
Rules for a Friendly Social Atmosphere.
Communication Between Co-Owners.
Applicable LAW. The Condominium Act 55-79.75:1 requires the Board to
“establish a reasonable, effective, and free method, appropriate to the size and
nature of the condominium, for unit owners to communicate among themselves and
with the executive organ regarding any matter concerning the unit owners’
association.” In addition, the board “shall not require prior approval of the
dissemination or content of any of the material regarding any matter concerning the
unit owner’s association.”
Implementing Instructions. Communication between Co-Owners will be via
BuildingLink. The designated area within the BuildingLink is under Bulletin Board
/ Topics/ Owner’s Corner.
(i)

Co-Owners are permitted to use the service;

(ii)
All owner-submitted comments or information must be related to the
Alexandria House condominium or the Council; commercial solicitations are
not allowed;
(iii)
The Board (through a Board or management designated representative)
reserves the right to remove any offensive or otherwise inappropriate or
unauthorized postings;
(iv)
Neither the Board nor management actively or continuously monitor
what is posted on the service, and cannot be held responsible for what coowners post;
(v)
Content posted on the service cannot include defamatory statements,
foul language, racial slurs and similar offensive content; users are to report
offensive/inappropriate content in writing to management.
Mandatory Measures for Co-Owners. Every Co-Owner is RESPONSIBLE for
damages and liabilities that may result from his/her failure to perform necessary
maintenance and repairs. [By-Laws VII.2.(a)] He/She MUST –
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perform promptly, at his/her own expense, all maintenance and repair work
within his/her Apartment which, if omitted, would affect Alexandria House in its
entirety or in a part belonging to other Co-Owners; [By-Laws VII.2.(a)]
obtain comprehensive liability insurance to cover damages to others caused by
any failure of the Co-Owner or any other person who is an occupant or guest in
his/her Apartment or any pet in the Apartment, with limits of liability as the Board
may, from time-to-time specify; and [By-Laws VII.8.(b)]
indemnify and hold the Council and all other Co-Owners harmless against and
from any loss, claim, or liability of any kind or character that may arise out of
his/her keeping an animal or bringing an animal into any portion of Alexandria
House, or permitting any Tenant or visitor to do so. [By-Laws VII.4]
Mandatory Measures for Residents. Every Resident MUST –
maintain his/her Apartment in a clean and sanitary condition, free from any
accumulation of flammable liquids, papers, rags, or other debris that constitutes a
fire hazard; [By-Laws VII.2.(c)]
exercise special care in his/her use of sound-producing devices, so as to avoid
disturbing other Residents; and [Master Deed XVI.C]
deposit all garbage, trash, and other discarded materials in the chutes,
receptacles, or designated locations provided for that purpose. [Master Deed XVI.E]
Prohibited Activities. The following acts are PROHIBITED –
noxious and offensive activities that create nuisances or annoyance to
Residents; [Master Deed XVI.C]
making alterations of interior wall surfaces that diminish their sound or fire
suppression; [Master Deed XVI.C]
leasing an Apartment for transient purposes; [Master Deed XVI.A]
keeping or maintaining animals, other than common household pets, in any
Apartment; [Master Deed XVI.F]
breeding or maintaining common household pets for commercial purposes;
[Master Deed XVI.F]
using corridors, sidewalks, driveways, or roadways for purposes other than
normal transit through them; [By-Laws VII.5]
placing or causing to be placed in the Common Elements objects of any kind;
however, if no Co-Owner on the same floor objects, individual pieces of art work
may be hung on corridor walls; [By- Laws VII.5]
posting advertisements, posters, signs, and similar items, except necessary
temporary signs and permanent signs authorized in writing by the Council; and
[Master Deed XVI.B]
‐ 19 ‐

THE ALEXANDRIA HOUSE REFERENCE MANUAL

PART ONE

hanging or spreading clothing, laundry, rugs, wash, or other similar such
materials upon any balcony or other exterior portion of an Apartment or upon any
part of the Common Elements. [Master Deed XVI.D]
Remedial Powers of the Council –
The Council MAY enter an Apartment to abate and remove, at the CoOwner's expense, conditions that cause a violation. [By-Laws IX.3. (b).(i)]
The Council MAY use self-help (e.g., towing a vehicle) to remove or cure a
violation. [By-Laws IX.3. (b).(ii)]
If a Tenant of any Co-Owner fails to comply with any of the terms of the
Governing Documents, the Board MAY, after due notice and process, require that
the Tenant be evicted. (Note: See also – “VIOLATIONS, DISPUTES,
SANCTIONS, AND COMPLAINTS” at Page 60.) [By-Laws VII.3. (c)]
ADOPTED BY THE BOARD NOVEMBER 7, 2013
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ORGANIZATION AND GOVERNANCE
Key Points for Co-Owners:
This Section deals with how we are organized to sustain and enhance the CoOwners property values and the Residents’ quality of life.
All of the people who perform the tasks enumerated here are volunteers; they
give freely of their time and talents to do for you what, if you were an
individual homeowner, you would have to do for yourself.
The Council depends upon individual Co-Owners becoming involved in, and
supporting, this common effort. You are encouraged to serve on Committees
and to attend and participate in all Board, Council, and Committee meetings.
As an absolute minimum, when solicited, but not able to attend the Annual
Meeting, you are encouraged to complete and send your official Proxy Form.

The Council.
Responsibilities and Powers. ALL RESPONSIBILITIES AND POWERS, including
financial responsibilities, pertaining to maintenance, repair, renovation, restoration, and
replacement of the Common Elements are vested in the Council. [Condominium Act 5579.79.A.(i)]
Within the broad scope of its powers, the Council is specifically EMPOWERED to –
employ, dismiss, and replace agents and employees for exercising and
discharging the Council's powers and responsibilities; [Condominium Act 5579.80.A.1]
make improvements in the Common Elements; [Condominium Act 5579.80.A.2]
acquire, hold, convey, and encumber titles to real property, including
Apartments; [Condominium Act 55-79.80.A.4]
enter any Apartment when necessary to carry out any repairs, maintenance, or
construction for which the Council is responsible, or for which the Co-Owner is
responsible but has not been completed after appropriate notice by the Council.
[Master Deed XVII]
enforce and foreclose liens for assessments; [By-Laws IX.1(c)]
grant to Co-Owners the exclusive right to use and secure the enclosed storage
spaces shown on Exhibit C to the Master Deed; [By-Laws III.1]
grant or withhold approval of any action by any one or more Co-Owners, or
other persons entitled to occupy an Apartment, that would change its exterior
appearance or that of Alexandria House; [Condominium Act 55-79.80.A.3]
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assess charges against any Co-Owner for any violation of the Governing
Documents for which that Co-Owner, or members of his/her household, his/her
Tenants, and his/her guests, or other invitees, are responsible; [Condominium Act
55- 79.80:2.A)]
adopt Rules and Regulations that suspend a Co-Owner's right to use facilities
or services, including standard utility services, provided directly through the
Council, for nonpayment of assessments more than 60 days overdue;
[Condominium Act 55- 79.80:2.A.(i)]
in the event of a violation by any Co-Owner of applicable standards of
conduct, sue to recover sums due for damages, or for injunctive relief; and
[Condominium Act 55- 79.53.A; By-Laws IX.3]
amend the By-Laws at a duly constituted Meeting; [By-Laws X]
Duties. Besides the all-encompassing duty to administer Alexandria House, the
Governing Documents assign to Council a number of specific duties; e.g., the Council
MUST –
establish and impose assessments to meet all common expenses of Alexandria
House during the subsequent year; [Property Maintenance Agreement 4; By-Laws
III.1, VII.1.(a)]
approve the annual budget; [By-Laws III.1]
review the Board of Directors' arrangements for the management of
Alexandria House; [By-Laws III.1]
maintain a General Operating Reserve Account; [By-Laws III.9]
keep detailed records of all receipts and expenditures affecting the operation
and administration of Alexandria House, specifying the maintenance and repair
expenses of the Common Elements and any other expenses incurred by the Council;
[Condominium Act 55-79.74:1.A]
adopt a non-discriminatory employment policy that provides, wherever
possible, employment opportunities for Alexandria citizens; [Representations Made
by Madison Associates 3]
obtain and maintain adequate Fire Insurance, Earthquake Insurance,
Comprehensive Liability Insurance, and Workmen's Compensation Insurance;
[Master Deed XIII]
file the “Annual Report” required by the Virginia Real Estate Board;
[Condominium Act 55-79.93:1.A]
maintain a book entitled "Parties Secured by Deeds of Trust on Apartments"
(The Mortgage Book), which shows for each Co-Owner who has given a mortgage
on his/her Apartment: the name and address of the mortgagee, and the amount of
the debt; [By-Laws VIII.1]
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notify each mortgagee of any default of the Co-Owner mortgagor in the
payment of assessments, or any other defaults, in his/her obligations made under the
Governing Documents, that are not cured within 30 days; [By-Laws VIII.2]
assign at least one storage space to each Apartment; [By-Laws III.1]
post notice of all pesticide applications in or upon the Common Elements,
consisting of conspicuous signs placed at the locations where the pesticide is to be
applied, at least 48 hours before its application; and [Condominium Act 5579.80:01]
before taking actions specified for terminating Alexandria House, obtain the
written approval of Chase Manhattan Bank, N.A., and Household Bank, FSB, [so
long as they are mortgagees], together with that of 75 percent of the other
mortgagees of any of the Apartments. [By-Laws VIII.3. (b)]
Resolutions and Decisions. Except as otherwise provided, decisions and resolutions
of the Council must be approved by a majority of the Co-Owners present in person, or by
proxy, at a Meeting at which there is a duly constituted quorum. [By-Laws III.1]
The Co-Owners.
Every Co-Owner MUST be at least one of the following –


an owner of record of one or more of the Apartments; [By-Laws I.4.(a)]

 the spouse of an owner of record, who resides in his/her Apartment; [By-Laws
I.4.(b)]
 a person who owns an Apartment in a fiduciary capacity, or his/her spouse,
who resides in that Apartment. and [By-Laws I.4.(c)]
 That person MAY be a natural person, corporation, partnership, association,
trust, or other entity capable of holding title to real property, or any combination
thereof. [Condominium Act 55-79.41]
The Co-Owners constitute the Council of Co-Owners of Alexandria House –
"The Council" – which bears ULTIMATE RESPONSIBILITY for administering
Alexandria house. [By-Laws III.1]
1.1.

MEETINGS OF THE COUNCIL.

Notice. The Secretary, with support of the General Manager, MUST mail a notice of
each Annual and Special Meeting to every Co-Owner. [By- Laws III.4]
The notice MUST state the time and place of the Meeting, and its purpose.
[By- Laws III.4]
The notice MUST be mailed at least 14, but not more than 21 days, prior to
the Meeting. [By-Laws III.4]


A notice thus mailed is considered to be a notice served. [By-Laws III.4]
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Conduct of Meetings.
All meetings MUST be open to all Co-Owners of record. [Condominium Act
55-79.75.B]
The President MUST preside. [By-Laws III.7]
The Secretary MUST keep the minutes of all Meetings, and a record of
transactions occurring thereat. [By-Laws III.7]
The President MAY appoint a person to serve as Parliamentarian. [By-Laws
III.7]
The current edition of Robert's Rules of Order, Revised, MUST govern the
conduct of all Meetings, when not in conflict with the Governing Documents or the
Virginia Condominium Act. [By-Laws III.7]
Quorum. The presence at a Meeting, in person or by proxy, of a majority of the CoOwners constitutes a quorum. [By-Laws II.3]
A majority of Co-Owners consists of those Co-Owners holding more than 50
percent of the votes; i.e., 105 votes. [By-Laws II.2]
Proxies.
Every proxy MUST –


be dated and signed; [Condominium Act 55-79.77.D; By-Laws II.4]

 be filed with the Secretary before the time appointed for the meeting; [ByLaws II.4]
 include a brief explanation of the effect of leaving the proxy uninstructed;
[Condominium Act 55-79.77.D]
 be terminated after the first meeting held after the date on which the proxy
was executed. [Condominium Act 55-79.77.D]
A proxy MAY NOT be revoked except by actual notice to the President.
[Condominium Act 55-79.77.D]
Voting. Every Co-Owner is ENTITLED to cast one vote for each Apartment he/she
owns. [By-Laws II.1.(a)]
Votes MUST be cast in person or by proxy. [By-Laws II.4]
In the event that Commercial Apartment–A is subdivided, the Co-Owners are
ENTITLED to one vote amongst them. [By-Laws II.1. (a)]
 In that event, the vote of the Co-Owners of Commercial Apartment–A MUST
be allocated proportionately, according to the size of its subdivisions.
[Condominium Act 55-79.77.B]
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If an Apartment is owned by more than one person, and only one is present at
a Meeting of the Council, he/she MAY cast the vote pertaining to that Apartment.
[Condominium Act 55-79.77.C]
A Co-Owner MAY NOT vote at any Meeting of the Council if he/she has been
delinquent for more than 60 days in paying any financial obligation to the Council,
and payment of that obligation was not made at least 72 hours prior to the Meeting.
[By-Laws II.1.(b)]
Adjourned Meetings. If any Meeting of the Council cannot be organized for lack of a
quorum, the Co-Owners present, in person and by proxy, MAY adjourn the Meeting to a
time not less than 48 hours after the time for which the original Meeting was called. [ByLaws III.5]
Annual Meetings. The Council must hold an Annual Meeting during each fiscal year.
[By- Laws III.2]
At that Meeting the Council MUST –


by vote and proxy ballot, elect Directors; [By-Laws III.2]



hear reports of the Officers and Committees; and [By-Laws III.2]



transact such other business as may come before it. [By-Laws III.2]
The order of business WILL be:
(i)

Roll Call.

(ii)

Proof of Notice of the Meeting, or Waiver of Notice.

(iii)

Reading the Minutes of the Preceding Meeting.

(iv)

Election of Inspectors of Election.

(v)

Election of Directors.

(vi)

Reports of Officers.

(vii)

Reports of Lenders' Representatives, if present.

(viii)

Reports of Committees.

(ix)

Unfinished Business.

(x)

New Business. [By-Laws III.6]

(xi)

Adjournment.

Special Meetings.
The President MUST call a Special Meeting of the Council when –


directed by resolution of the Board of Directors; or [By-Laws III.3]

 a petition signed by Co-Owners holding 10 percent or more of the votes is
presented to the Secretary. [By-Laws III.3]
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Business other than what is stated in the notice MAY NOT be conducted at the
Meeting without the consent of at least four-fifths (80 percent) of the Co-Owners
present, in person or by proxy. [By- Laws III.3]
The Board of Directors. The affairs of the Council are governed by a Board of
Directors (the Board). [By-Laws IV.1]
General Powers and Duties. The Board is empowered and has the duty to administer
the affairs of the Council. Within those broad and general responsibilities, it has certain
specified duties; thus, the Board MAY and MUST –
care for, maintain, and oversee Alexandria House and the Common Elements
and facilities; [By-Laws IV.3.(a)]
do such acts and things as are not by law or the By-Laws directed to be done
by the Council; and [By- Laws IV.2]
designate and dismiss personnel necessary for the maintenance and operation
of Alexandria House, the Common Elements, and facilities. [By-Laws IV.3. (d)]
Management of Alexandria House. Subject to the Council's review and approval, the
Board MUST arrange for the management of Alexandria House pursuant to an agreement
containing provisions relating to the duties, operation, removal, and compensation of a
Management Agent. [By-Laws IV.4]
The Board MAY NOT undertake self-management without having obtained
the prior approval of –
 The Chase Manhattan Bank, NA, and Household Bank, FSB, acting
individually (so long as they are mortgagees of any Apartment); or [By- Laws
IV.4]
 75 percent of all mortgagees of all Apartments (based upon one vote for each
first mortgage held). [By-Laws IV.4]
Assessments. The Board MAY and MUST –
collect assessments from Co-Owners; [By-Laws IV.3.(c)]
make interim adjustments in assessments, if necessary; [By-Laws IV.3.(b)]
borrow money as needed for the orderly operation, maintenance, and
improvement of Alexandria House; [By-Laws IV.3.(e)]
impose reasonable user fees for services provided at common expense, which
benefit less than all the Co-Owners; [Condominium Act 55.-79.83.B]
assess the amount of any expenses or costs for which a Co-Owner is liable for
the maintenance, repairs or, replacements rendered necessary by, and any other
costs arising out of any act, or neglect, of that Co-Owner or others for whom he/she
is responsible; [Condominium Act 55-79.80:2.A; By-Laws IX.3.(a)]
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 Before such charges are assessed, the Co-Owner MUST be given an
opportunity to be heard and to be represented by counsel before the Board.
[Condominium Act 55-79.80:2.B]
determine the day of the month on which payment of assessments on
Apartments are due; [By-Laws VII.7]
establish service charges for unpaid assessments due on Apartments; and [ByLaws VII.7]
receive and consider any grievance that a Co-Owner may file to dispute an
assessment, provided he/she has first paid the assessment in full. [By-Laws
VII.1.(f)]
Miscellaneous Specific Duties. The Board MUST –
establish a reasonable, effective, and free method for Co-Owners to
communicate among themselves and with the Board regarding any matter
concerning the Council; [Condominium Act 79.75:1.A]
grant easements through the Common Elements and accept easements
benefiting the Council. [Condominium Act 55-79.80.B.(i); By-Laws VII.6.(a).(1)]
authorize persons to enter Apartments in cases of emergency, and to perform
maintenance; [By-Laws VII.6(a).(1),(2)]
indemnify employees and agents of the Council; [By-Laws VI.2]
from time-to-time, “may” specify the limits of liability for Co-Owners'
comprehensive liability insurance covering damages to others caused by any failure
of the Co-Owner or of persons or pets for whom he/she is responsible; [By- Laws
VII.8.(b)]
adopt and enforce reasonable Rules and Regulations governing the
maintenance and conduct of animals in Alexandria House, with a view to
safeguarding the health, safety, and comfort of all Residents; [By-Laws VII.4]
answer within 30 days a Co-Owner's application to make alterations in his/her
Apartment; [By-Laws VII.3.(b)]
 Failure by the Board to act within that time shall be DEEMED as its having
approved the application. [By-Laws VII.3.(b)]
assert through litigation or otherwise, defend against, compromise, adjust, and
settle any claims or actions related to the Common Elements; and [Condominium
Act 55- 79.80.B.(ii)]
consider and make a decision on each “Alexandria House Virginia Complaint
Form” that is submitted by a Co-Owner or Resident/Citizen. [Virginia Code,
Section 55-530(E)]

‐ 27 ‐

THE ALEXANDRIA HOUSE REFERENCE MANUAL

PART ONE

Amending the Governing Documents. By the affirmative vote of two-thirds of the
Directors, the Board MAY authorize the President to supplement, and correct mistakes,
errors, inconsistencies, and ambiguities in the Governing Documents. [Condominium Act
55- 79.71.F]
Such supplements and corrections MAY NOT materially reduce what the
obligations of the Co-Owners would have been if the mistake, error, inconsistency,
or ambiguity had not occurred. [Condominium Act 55-79.71.F]
Rules and Regulations. The Board MAY adopt, amend, and repeal Rules and
Regulations. [By-Laws IV.2]
Non-binding guidelines for Rules and Regulations –
 Rules and Regulations MAY be adopted by resolution and SHALL be
reasonably published and distributed throughout Alexandria House. [Property
Owners’ Association Act 55-513.A]
 The Council MAY repeal or amend any Rule or Regulation adopted by the
Board, by a majority of votes cast, in person or by proxy, at a Meeting convened
for that purpose in accordance with the provisions of the By-Laws. [Property
Owners’ Association Act 55-513.A]
 Rules and Regulations MAY be enforced by any method normally available to
the owner of private property in Virginia, including, but not limited to, application
for injunctive relief or damages. [Property Owners’ Association Act 55-513.A]
Violations. Remedies available to the Board for dealing with violations of the
Governing Documents are defined in “VIOLATIONS, DISPUTES, SANCTIONS, AND
COMPLAINTS” at Page 60.
2.1.

THE DIRECTORS.

Number and Qualifications. The Board is composed of seven (7) Directors, each of
whom MUST be a Co-Owner. [By-Laws IV.1]
A Co-Owner MAY NOT be elected to the Board if his/her payment of any
financial obligation to the Council has been delinquent for more than 60 days, and
the amount necessary to bring his/her account current has not been paid at least 72
hours before the election. [By-Laws II.1.(b)]
Any Director who ceases to be a Co-Owner will immediately cease to be a
Director. [By-Laws IV.1]
Non-Binding Guideline Standards of Conduct.
A Director SHOULD discharge his/her duties in accordance with his/her good
faith judgment for the best interests of the Council. [Nonstock Corporation Act
13.1-870.A]
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Unless he/she knows otherwise, a Director MAY rely on the information that
is presented to him/her by others whom, he/she believes in good faith, to be reliable.
[Nonstock Corporation Act 13.1-870.B]
Election and Term of Office.
At an Annual Meeting, each eligible voter is entitled to cast as many votes for
Directors as there are vacancies to be filled. [By-Laws IV.5.(d)]
 He/She MAY NOT cast more than one vote for any candidate. [By-Laws
IV.5.(d)]
Directors are elected for terms of 3, 2, or 1 years, as is prescribed immediately
below. [By-Laws IV.5.(a)]
 The number of Directors to be elected for 3-year terms MUST be equal to the
number of Directors who have completed the terms for which they were elected.
[By-Laws IV.5.(c)] The 3-year term vacancies MUST be filled by the Co-Owners
receiving the greatest number of votes. [By-Laws IV.5.(e)]
 Other Directors MUST be elected as necessary to complete the unexpired
terms of Directors who departed the Board since the previous Annual Meeting.
[By-Laws IV.5.(c)]
 The shorter term vacancies MUST be filled, in decreasing order, by the CoOwners receiving diminishing numbers of votes. [By-Laws IV.5.(e)]
A Director holds office, unless otherwise removed or replaced, until his/her
successor has been elected and a Board that includes his/her successor holds its first
meeting. [By-Laws IV.5.(a)]
Removal. At any Regular or Special Meeting of the Council, a majority of the CoOwners MAY remove, with or without cause, any of the Directors, and elect successors to
fill the vacancies thus created. [By- Laws IV.7]
A Director whose removal has been proposed by the Co-Owners MUST be
given an opportunity to be heard at that Meeting. [By-Laws IV.7]
Non-Binding Guidelines for Resignation. A Director MAY resign at any time by
delivering written notice to the Board, the President, or the Secretary. [Nonstock
Corporation Act 13.1-859.A]
Vacancies. Vacancies in the Board created by any reason other than the removal of a
Director by a vote of the Council MUST be filled immediately by vote of a majority of
the remaining Directors, even though they may constitute less than a quorum. [By-Laws
IV.6]
A Co-Owner thus elected will serve as a Director until the next Annual
Meeting of the Council, and a Board that includes his/her successor holds its first
Meeting. [By-Laws IV.6]

‐ 29 ‐

THE ALEXANDRIA HOUSE REFERENCE MANUAL

2.2.

PART ONE

MEETINGS OF THE BOARD.
Notice.
Notice of the time, date, and place of each Board Meeting WILL be published
where it is reasonably available to a majority of Co-Owners. [Condominium Act 5579.75.B]
 A Co-Owner MAY request to be notified on a continual basis of any such
Meeting. [Condominium Act 55-79.75.B]
Notice is NOT required for the initial Organization Meeting. [By-Laws IV.8]
Notice of a Regular Meeting MUST be given to each Director personally at
least seven (7) days prior to the day named for the Meeting. [By-Laws IV.9]
 If Board Meetings are scheduled for an entire fiscal year, this provision
applies only to those Meetings that are held on other than scheduled dates. [ByLaws IV.9]
Notice of a Special Meeting MUST be given at least 48 hours in advance of
the Meeting. [By-Laws IV.11]
Notice of a Special Meeting MUST be given to Co-Owners
contemporaneously with its being given to the Board. [Condominium Act
5579.75.B]
Except for Executive Sessions, at least one copy of all agenda packets and
materials furnished to Directors MUST be made available for inspection by the CoOwners at the same time as those documents are furnished to the Board.
[Condominium Act 55-79.75.B]
Waiver of Notice.
Before any Meeting of the Board for which notice is required, any Director
MAY in writing, waive notice, and that waiver MUST be deemed equivalent to
his/her having been given due notice. [By-Laws IV.12]
 His/Her attendance at, or participation in, a Meeting of the Board MUST be
deemed a waiver of notice. [By-Laws IV.12]
If all the Directors are present at a Meeting, no notice is required, and any
business MAY be transacted at that Meeting. [By-Laws IV.12]

Open Meetings. All Board Meetings MUST be open to all Co-Owners, except when
the Board is in Executive Session. [Condominium Act 55-79.75.B; By-Laws IV.10]
The Board CANNOT use work sessions or other informal gatherings to
circumvent the open Meeting requirement. [Condominium Act 55-79.75.B]
A Co-Owner MAY make an audio recording of any portion of an open
Meeting. [Condominium Act 55-79.75.B]
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Quorum.
At all Meetings of the Board, a majority of the Directors constitutes a quorum
for the transaction of business. [By-Laws IV.13]
If at any Meeting of the Board less than a quorum is present, the majority of
those Directors who are present MAY adjourn the Meeting to a time not less than 48
hours after the time for which the original meeting was called. [By-Laws IV.13]
 At the adjourned Meeting, any business which might have been transacted at
the Meeting originally called MAY be transacted without further notice. [By-Laws
IV.13]
Conduct of Meetings.
Voting by secret or written ballot in open Meetings is PROHIBITED, except
for the election of Officers. [Condominium Act 55-79.75.B]
An act of the majority of the Directors present at a Meeting where a quorum is
present MUST be considered as an act of the Board. [By-Laws IV.13]
The Board MUST provide a designated period of time during each Meeting to
allow Co-Owners an opportunity to comment on any matter relating to the Council.
[Condominium Act 55-79.75.D]
 During a Meeting at which the agenda is limited to specific topics, or at a
Special Meeting, the Board MAY limit the comments of Co-Owners to the topics
listed on the agenda. [Condominium Act 55-79.75.D]
Minutes of all Board Meetings MUST be recorded by the Secretary. [By-Laws
V.6]
 They WILL be made available to Co-Owners. [Condominium Act 5579.74:1.B]
Executive Sessions.
Upon an affirmative vote in open Meeting on a motion that states specifically
the purpose for the Executive Session, the Board MAY convene in Executive
Session to –


consider personnel matters; [Condominium Act 55-79.75.C; By-Laws IV.10]



consult with legal counsel; [Condominium Act 55-79.75.C]

 discuss and consider contracts, pending litigation, and matters involving
violations of the Governing Documents; and/or [By-Laws IV.10]


discuss personal liability of Co-Owners. [Condominium Act 55-79.75.C]

The Board MUST restrict its consideration of matters to those specifically
stated in the motion. [Condominium Act 55-79.75.C]
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Following an Executive Session, the decisions arrived at or actions taken
MUST be announced in open session. [By-Laws IV.10]
For an action adopted in Executive Session to become effective, the Board
MUST, following the Executive Session, reconvene in open Meeting and take a
vote on that action, which MUST have its substance reasonably identified in the
open Meeting. [Condominium Act 55-79.75.C]
Participation by Conference Telephone.
Directors MAY participate in a Meeting of the Board by means of a
conference telephone or similar communications medium whereby all Directors
participating in the Meeting can simultaneously hear and speak to one another. [ByLaws IV.15]
 Participation by those means constitutes presence in person at that Meeting.
[By-Laws IV.15]
Organization Meeting. The Board MUST hold its first Meeting within 10 days of its
election. [By-Laws IV.8]
The place and time of the Meeting MUST be fixed by the Directors at the
Annual Meeting at which they were elected. [By-Laws IV.8]
A majority of the whole Board MUST be present. [By-Laws IV.8]
Regular Meetings. A Regular Meeting of the Board MAY be held at a time and place
determined by a majority of the Directors. [By-Laws IV.9]
At least 2 Regular Meetings MUST be held during each fiscal year. [By-Laws
IV.9]
Special Meetings. A Special Meeting –
MAY be called by the President. [By-Laws IV.11]
MUST be called by the President or Secretary on the written request of at least
two Directors. [By-Laws IV.11]
Action by Directors without a Meeting. Any action that may be taken at a Meeting of
the Board MAY be taken without a Meeting if a consent in writing, setting forth the
action, is signed either before or after that action by all the Directors. [By-Laws IV.14]
That action will have the same force and effect as a unanimous vote. [ByLaws IV.14]
Committees.
The President MAY appoint Committees to assist in the conduct of the Council's
affairs. [By-Laws V.4]
Committee Members MAY be either Co-Owners or Residents. [By-Laws V.4]
Committees MUST follow the rules prescribed for the Board with regard to –
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giving notice of meetings; [Condominium Act 55-79.75.B]
making agenda packets and materials furnished to committee members
available for inspection by Co-Owners; [Condominium Act 55-79.75.B]
holding open meetings; and [Condominium Act 55-79.75.B]
recording minutes of meetings and publishing highlights at the Council’s
Annual Meeting. [Condominium Act 55-79.75.B]
The Officers.
Designation. The Council's principal Officers are the President, the Vice President,
the Secretary, and the Treasurer. [By-Laws V.1]
The offices of President and Treasurer CANNOT be held by the same person.
[By-Laws V.1]
The Board MAY appoint an Assistant Secretary and an Assistant Treasurer
and such other officers as, in its judgment, are necessary. [By-Laws V.1] The
Assistant Secretary and Assistant Treasurer and other Officers need not be
Directors; however, they MUST be Co-Owners. [By-Laws V.1]
Election. The Officers MUST be elected annually by each new Board at its
Organization Meeting, to hold office at the pleasure of the Board. [By-Laws V.2]
Removal. Any Officer MAY be removed, either with or without cause, and his/her
successor elected, by a majority of the Board, voting at any Regular Meeting of the Board
or at any Special Meeting of the Board called for that purpose. [By-Laws V.3]
Fidelity Bonds. The Board MAY require that all Officers of the Council handling or
responsible for Council funds obtain adequate fidelity bonds. [By-Laws V.8]
The President. The President is the Council's Chief Executive Officer. [By-Laws V.4]
He/She has all general powers and duties that are usually vested in the office
of President of a property owners' association. [By-Laws V.4]
The President is specifically EMPOWERED to –
 prepare and execute an amendment to the Master Deed reassigning all rights
and obligations with respect to a particular Limited Common Element;
[Condominium Act 55-79.57.B]
 upon a vote of two-thirds of the Directors, unilaterally supplement, and
correct mistakes, errors, inconsistencies, and ambiguities in, the Governing
Documents (Such supplements and corrections CANNOT materially reduce what
the obligations of the Co-Owners would have been if the mistake, error,
inconsistency, or ambiguity had not occurred.); [Condominium Act 55-79.71.F]
 appoint Committees from among Co-Owners and Residents to assist in affairs
of the Council; and [By-Laws V.4]
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 appoint a person to serve as Parliamentarian at any meeting of the Council.
[By-Laws III.7]
He/She MAY NOT serve concurrently as Treasurer. [By-Laws V.1]
The President's DUTIES include –


presiding at all meetings of the Council; [By-Laws III.7, V.4]

 calling a Special Meeting of the Council, as directed by – resolution of the
Board, or a petition signed by Co-Owners holding 10 percent of the votes,
presented to the Secretary. [By-Laws III.3]


presiding at all Meetings of the Board; and [By-Laws V.4]

 calling Special Meetings of the Board on his/her own initiative, or on the
written request of at least 2 Directors. He/She MUST give 48 hours' notice to each
Director, personally or by mail. [By-Laws IV.11]
The Vice President.
The Vice President's DUTIES include –
 taking the place of the President and performing his/her duties whenever the
President is absent or unable to act; and [By-Laws V.5]
 performing such other duties as are imposed upon him/her by the Board. [ByLaws V.5]
If neither the President nor Vice President is able to act, the Board MUST
appoint some other Director to so act on an interim basis. [By-Laws V.5]
The Secretary MAY serve concurrently as Treasurer. [By-Laws V.1]
His/Her DUTIES include –
 mailing a notice of each Annual Meeting or Special Meeting of the Council,
stating its purpose, as well as the time and place where it is to be held, to each CoOwner, at least 14 but not more than 21 days before the Meeting; [By-Laws III.4]
 keeping the minutes of all Meetings of the Council, and a record or all
transactions occurring thereat; [By-Laws III.7, V.6]
 taking charge of all books and papers, as the Board may direct; and [By-Laws
V.6]
 notifying all Co-Owners of changes in the Council's insurance policies.
[Condominium Act 55-79.81.C]
Non-binding guideline: The Secretary WILL authenticate records of the
Council. [Nonstock Corporation Act 13.1-872,C]
The Treasurer MAY serve concurrently as Secretary. [By-Laws V.1]
He/She MAY NOT serve concurrently as President. [By-Laws V.1]
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His/Her DUTIES include –
 taking responsibility for overseeing the Council's funds and securities; [ByLaws V.7]
 overseeing the keeping of full and accurate accounts of all receipts and
disbursements in books belonging to the Council; and [By-Laws V.7]
 overseeing the deposits of all moneys and other valuable effects in the name,
and to the credit, of the Council in such depositories as may be designated by the
Board. [By-Laws V.7]
Compensation, Conflicts, and Liability.
Compensation. A Director, or Officer, MAY NOT receive, or accept, from any source
any compensation for his/her services as such. [By-Laws VI.1]
He/She MAY be reimbursed by the Council for reasonable and necessary out
of- pocket expenses incurred on behalf of the Council. [By-Laws VI.1]
Conflicts of Interest.
A Director or Officer is DEEMED to have a financial interest in a person or
entity if 

he/she is related to that person by blood or marriage; or [By-Laws VI.1]

 he/she is a director, officer, partner, or employee of a holder of more than 5
percent of the equity interest in such entity. [By-Laws VI.1]
He/She MAY NOT have any financial interest in any person or entity with
whom, or which, the Council may enter into any contract or other transaction unless
–
 his/her interest is fully disclosed to the Board before that contract or
transaction is entered into; and [By- Laws VI.1]
 that contract or transaction is subsequently approved by a vote of the majority
of those Directors who have no such financial interest. [By-Laws VI.1]
Non-Binding Guidelines.
A Director has an indirect personal interest in a transaction if –
 another entity in which he/she has a financial interest or in which he/she is a
general partner is a party to the transaction; or [Nonstock Corporation Act 13.1871.B]
 another entity of which he/she is a director, officer or trustee is a party to the
transaction and the transaction is or should be considered by the Board of
Directors of the corporation. [Nonstock Corporation Act 13.1-871.B]
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A conflict of interest transaction is authorized, ratified, or approved if it is
approved by a majority of those Directors who do not have the conflict, be they
present or absent. [Nonstock Corporation Act 13.1-871.C]
A transaction in which a Director is involved, who has a conflict of interest, is
not voidable if the Director's interest was previously disclosed; or the Director's
conflict of interest was known to the Board and previously approved; or the
transaction was fair to the Council. [Nonstock Corporation Act 13.1-876.A.1,2,3]
Liability and Indemnification. The Council MUST –
hold Directors and Officers free and harmless from –
 liability for any mistake of judgment, negligence, or otherwise, except for
their own willful misconduct or bad faith; and/or [By-Laws VI.2]
 personal liability with respect to any contract or other commitment made by
them in good faith on behalf of the Council or Alexandria House (except to the
extent that those Directors and Officers may also be Co-Owners); [By-Laws VI.2]
indemnify every Director, Officer (including Committee Members) of the
Council against any and all expenses, including counsel fees, reasonably incurred
by or imposed upon them in connection with any action, suit, or other proceeding
(including settlement of that suit or proceeding, if approved by the Board) to which
he/she may be made a party by reason of being, or having been, a Director or
Officer of the Council, regardless of whether he/she is an Officer, or Director, at the
time such expenses are incurred; [By- Laws VI.2]
 This right to indemnification is in addition to any other rights to which any
Director or Officer, or former Director or Officer, may be entitled. [By-Laws
VI.2]
 The Board MAY, if it chooses, indemnify any employee or agent of the
Council, including without limitation the Management Agent. [By-Laws VI.2]
indemnify any Director or Officer against any damage resulting from any
claimed breach of fiduciary duty arising from the rescission of a special assessment
levied by the Board. [Property Owners’ Association Act 55-514.A]
Non-Binding Guidelines.
The Council MAY indemnify an individual who was made a party to a
proceeding because he/she was a Director against liability in the proceeding if
he/she conducted himself/herself in good faith and believed himself/herself to be
acting in the best interests of the Council, and in criminal cases, believed his/her
actions to be lawful. [Nonstock Corporation Act 13.1-876.A.1]
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The Council MAY NOT indemnify a Director in a proceeding in which he/she
was found liable to the Council, or in any other proceeding charging that improper
personal benefit was received by him/her. [Nonstock Corporation Act 13.1876.D.1,2]
The Council SHOULD indemnify a Director who prevails in defense in a
proceeding brought against him/her because he/she was a Director, against
reasonable expenses incurred by him/her incidental to the proceedings. [Nonstock
Corporation Act 13.1-877]
The Council MAY indemnify and advance expenses to an Officer, Employee,
or agent who is not a Director, to the same extent as to a Director. [Nonstock
Corporation Act 13.1-881.2]
ADOPTED BY THE BOARD NOVEMBER 7, 2013
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PART ONE

OPERATIONS, MAINTENANCE, AND IMPROVEMENTS

Key points for Co-Owners:
For the most part, the Governing Documents deal in general terms with
operating, maintaining, and improving Alexandria House; nevertheless, you
should pay particular attention to the duties of Co-Owners, enumerated in this
Section.
Detailed objectives and procedures for our operations and maintenance
programs are prescribed by the Board of Directors and promulgated in PART
TWO “Policies, Rules, and Regulations.”
Further details are specified in the contract with our Management Agent, and
in our employees' duty assignments.

Operations and Maintenance.
Responsibilities of the Council. The Council MUST –
observe and carry out all laws, ordinances, rules, and regulations now or
hereafter made by any governmental authority, that are applicable to Alexandria
House; [Master Deed IX.B]
keep all Common Elements in a clean and sanitary condition; [Master Deed
IX.B]
maintain, repair, augment, and make good all defects in the Common
Elements, including without limitation the residential Apartment building; [Master
Deed IX.C and Exhibit G, Property Maintenance Agreement 8]
repair, renovate, restore, or replace installations and services within a
residential Apartment which have been damaged as a result of conditions
originating in or through the Common Elements; [Condominium Act 5579.79.A.(ii)]
establish and maintain a reserve fund for structural improvements and
repairing or replacing mechanical equipment, and for such other necessary
purposes; [Master Deed Exhibit G, Property Maintenance Agreement 3]
make, build, maintain, and repair all fences, sewers, drains, roads, curbs,
sidewalks, and parking areas that are required by law for the use of Alexandria
House; [Master Deed IX.A]
maintain and keep its land and all adjacent land between any street boundary
of Alexandria House and the established curb or street line in a neat and attractive
condition; and [Master Deed IX.C]
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 keep all trees, shrubs, and grass thereon in good cultivation; replant them
whenever necessary; [Master Deed IX.C]
before commencing or permitting construction of any improvements on
Alexandria House costing more than $3,000, require the contractor to obtain a bond
of a type and in an amount satisfactory to the Council. [Master Deed IX.D] The
contractor MUST –
 obtain this bond from a corporate surety authorized to do business in Virginia;
[Master Deed IX.D]
 name as “obliges” collectively all Co-Owners as their interest may appear; a n
d [Master Deed IX.D]
 guarantee completion of such construction free and clear of all mechanic's and
material man’s liens, and all other claims arising from Title 43, 1950 Code of
Virginia, as amended. [Master Deed IX.D]
Powers of the Council. The Council MAY –
employ, dismiss, and replace agents and employees to discharge its powers
and responsibilities; [Condominium Act 55-79.80.A.1]
make, or cause to be made, additional improvements on, and as a part of, the
Common Elements; [Condominium Act 55-79.80.A.2]
enter any Apartment, with or without prior notice, in case of any emergency
originating in, or threatening, the Apartment or a Common Element, whether its CoOwner is present at the time or not; and [By-Laws VII.6.(a).(1)]
enter any Apartment to accomplish scheduled inspection and repair to
Common Elements. [By-LawsVII.6.(a).(2)]
 Its Co-Owner, or Resident, MUST be given a minimum of 24 hours’ notice of
such entry. [By-Laws VII.6.(a).(2)]
Responsibilities of the Board. The Board is RESPONSIBLE for the care, upkeep, and
surveillance of Alexandria House and the Common Elements and facilities. [By-Laws
IV.3.(a)]
Subject to the review and approval of the Council, the Board MUST arrange
for the management of Alexandria House pursuant to an agreement providing for
the duties, operation, removal, and compensation of a Management Agent. [ByLaws IV.4]
The Board MAY NOT undertake self-management without the prior approval
of Chase National Bank, N.A., and Household Bank, FSB, (acting individually so
long as they are mortgagees), together with other mortgagees sufficient to constitute
a total of 75% of the mortgagees of any Apartment (based upon one vote for each
mortgage held). [By-Laws IV.4]
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The Board MUST conduct at least once every five years a study to determine
the necessity and amount of reserves required to repair, replace, and restore the
capital components. [Condominium Act 55-79.83:1.A.1]
 It MUST review the results of that study at least once annually.
[Condominium Act 55-79.83:1.A.2]
Duties of the Co-Owners.
Every Co-Owner MUST maintain his/her own Apartment in good repair.
[Property Maintenance Agreement 8]
Every Co-Owner MUST perform promptly, at his/her expense, all
maintenance, repairs, and replacements within his/her own Apartment (except for
Common Elements located therein) which, if omitted, would affect Alexandria
House in its entirety or in a part belonging to other Co-Owners. [Master Deed
XIV.A; By-Laws VII.2.(a)]
Improvements and Alterations.
Rights and Duties of Co-Owners. A Co-Owner MAY make improvements or
alterations in his/her Apartment and its installed facilities. [Condominium Act 5579.68.(a)]
He/She MUST apply in writing to the Board of Directors before so doing.
[By- Laws VII.3.(b)]
 Failure by the Board to respond within 30 days is DEEMED to constitute
permission for the applicant to proceed. [By-Laws VII.3.(b)]
 The Co-Owner of Commercial Apartment–A is not bound by this provision.
[By-Laws VII.3(b)]
He/She MUST notify the Council of any improvements made to his/her
Apartment having a value in excess of $1,000, whether made at one time or as an
aggregate increased value over a period of time. [Master Deed XIII.B.4]
If he/she acquires an Apartment adjacent to his/hers, he/she M A Y remove
intervening partitions and/or create doorways through Common Elements, unless so
doing weakens the structure or damages, destroys, or endangers other Common
Elements. [Condominium Act 55-79.68(b)]
He/She MAY NOT –
 impair the structural integrity, or otherwise lessen the support of any portion
of Alexandria House; [Condominium Act 55-79.68.(a)]


diminish sound or fire suppression; [Master Deed XVI.C]

 paint or otherwise change the exterior appearance of his/her Apartment or any
other portion of Alexandria House (unless the Council's prior written approval has
been granted); [Condominium Act 55-79.68.(a); Master Deed XVI.G]
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 install antennas, air conditioning units, machines, or other devices on his/her
balcony or that protrudes through any Common Elements (unless the Council's
prior written approval has been granted); or [Master Deed XVI.H]


enclose his/her balcony, in whole or in part, in any way [Master Deed XVI.I]

He/She must use white under drapes on the insides of exterior glass walls.
[Master Deed XVI.J]
Commercial Apartment–A.
Responsibilities of the Co-Owner of Commercial Apartment–A. The Co-Owner of
Commercial Apartment–A is RESPONSIBLE for –
Operating and maintaining the first and second floors of Commercial
Apartment–A; [Master Deed XIV.B]
any and all necessary repairs and maintenance, whether operational or
structural, within Commercial Apartment–A; and [Master Deed XIV.B]
all of Commercial Apartment–A's utilities and services. [Master Deed XIV.B]
 Such utilities and services MUST be separately metered from comparable
utilities and services attributable to the Residential Apartments, the General
Common Elements, and the Limited Common Elements. [Master Deed XIV.B]
ADOPTED BY THE BOARD NOVEMBER 7, 2013
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VII. FINANCIAL MATTERS
Key points for Co-Owners:
These requirements are mostly technical, of interest mainly to the Board. Still,
you should be generally aware of the provisions, for they determine how the
costs of operating and maintaining your property are met, and how you will be
assessed to meet those costs.
Above all, you should understand that you must pay promptly all charges that
are levied upon your Apartment.
If ever you have cause to dispute such a charge, you must pay the bill first and
argue about it afterward. If you are correct, you will be reimbursed.
Finally, you should be sure that you understand your responsibilities and
duties with regard to insurance requirements.

Oversight.
Duties of the Treasurer. The Treasurer is RESPONSIBLE for overseeing the
Council's funds and securities. [By-Laws V.7]
He/She MUST oversee –
 the keeping of full and accurate accounts of all receipts and disbursements in
books belonging to the Council; and [By-Laws V.7]
 the deposits of all moneys and other valuable effects in the name, and to the
credit, of the Council in such depositories as may from time to-time be directed
by the Board. [By-Laws V.7]
Responsibilities, Powers, and Duties of the Board.
The Board MUST select depositories for the Council's moneys and other
valuable effects. [By-Laws V.7]
The Board MAY –
 require that all Officers of the Council handling, or responsible for, Council
funds obtain adequate fidelity bonds. The premiums on such bonds MUST be
paid by the Council; and [By-Laws V.8]
 borrow money as needed for the orderly operation, maintenance and
improvement of Alexandria House. [By-Laws IV.3.(e)]
The Board is RESPONSIBLE for the collection of assessments from CoOwners. [By- Laws IV.3.(c)]
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Assessments.
Duties of the Council. The Council MUST establish and collect from the Co-Owners
monthly assessments against each Apartment for meeting the common expenses of the
Common Elements, including operating, maintaining, and insuring them, and funding
their operating and replacement reserves. [Master Deed XI; Property Maintenance
Agreement 2; By- Laws VII.1]
Assessments for Common Expenses.
Assessments for common expenses MUST be –
 apportioned among the Co-Owners according to their percentages of interest
in the Common Elements; and [By-Laws VII.1.(b)]


charged to the Apartments. [By-Laws VII.1.(c)]

The assessment for common expenses is due and payable on the first day of
each fiscal year, but MAY be paid, and will normally be billed in twelve monthly
installments. [By-Laws VII.7]
 It MUST be a continuing lien upon the Apartment assessed. [By-Laws
VII.1.(c)]
Additional Assessments.
If the assessment adopted by the Council proves insufficient to meet the actual
operating expenses and sustain the reserve funds as required by the By-Laws, the
Board MAY and MUST enact a new schedule of assessments to eliminate such
insufficiency. [Condominium Act 55-79.83.E; Property Maintenance Agreement 2]
 If the new assessment is to be paid in a lump sum, payment MAY NOT be
made due and payable earlier than 90 days after notice is given. [Condominium
Act 55-79.83.E]
 The Board's action MAY be rescinded or reduced by a majority of the votes at
a meeting of the Council within 60 days after notice is given. [Condominium Act
55-79.83.E]
Special Assessments and Other Levies.
Any common expenses benefiting less than all of the Apartments, or caused
by the conduct of less than all who are entitled to occupy the Apartments, or by
their licensees or invitees, MUST be specially assessed against the Apartment(s)
involved in accordance with such reasonable provisions as the Governing
Documents may make for such cases. [Condominium Act 55-79.83.B]
The Board MAY impose reasonable user fees. [Condominium Act 55-79.83.B]

‐ 44 ‐

THE ALEXANDRIA HOUSE REFERENCE MANUAL

PART ONE

Any common expenses associated with the maintenance, repair, renovation,
restoration, or replacement of any Limited Common Elements MUST be specially
assessed against the Apartment to which the Limited Common Element was
assigned at the time such expenses were incurred. [Condominium Act 55-79.83.A]
 Each Co-Owner holding exclusive rights of use for Limited Common
Elements MUST pay his/her pro rata share of the total assessment that the
Council establishes annually for the operation and maintenance of the Common
Elements. [Master Deed VI.A]
If there is a sub-metering system in place, the costs of all electricity used in
the residential Apartments MUST be apportioned among the Co-Owners according
to the amount of electricity actually used in their respective Apartments. Otherwise
the cost will be apportioned across all Co-owners based upon ownership share. [ByLaws VII.1.(b)]
Any special assessment, or other sum duly levied pursuant to the By-Laws
(e.g., charges, interest, late charges) MUST be a lien levied against the Apartment
of the Co- Owner assessed. [By-Laws IX.1.(a)]
 That lien MUST take effect on the first day of the next month which begins
more than five days after delivery to the Co-Owner of notice of such special
assessment, expense or levy. [By-Laws IX.1.(a)]
Powers of the Board. The Board MAY –
establish service charges against any Co-Owner for late payment of
assessments due on his/her Apartment; [By-Laws VII.7]
assess charges against any Co-Owner for any violation of the Governing
Documents for which he/she or his/her family members, tenants, guests, or other
invitees are responsible; [Condominium Act 55-79.80:2.A.(ii)]
“when assessments are payable in installments,” accelerate the maturity of
remaining unpaid installments of an assessment upon an Apartment and declare the
entire balance of the assessment due and payable in full, if its Co-Owner defaults in
the timely payment of two consecutive installments, or any three installments; [ByLaws IX.1.(b)]
enforce and foreclose a lien for assessments in any manner permitted by the
laws of the Commonwealth of Virginia. [By-Laws IX.1.(c)]
Duties of the Co-Owners.
Every Co-Owner is PERSONALLY LIABLE for all assessments imposed by
the Council which become due and payable at any time while he/she owns an
Apartment. [Master Deed XI]
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 The holder of title to an Apartment obtained through foreclosure on a first
mortgage or by other proceeding MAY NOT be held personally responsible for
assessments due, but unpaid, at the time he/she acquired his/her Apartment.
[Master Deed XI]
Every Co-Owner MUST pay assessments imposed by the Council for all of
the common expenses of Alexandria House, including limited common expenses,
premiums of required insurance, and water and electric bills, as assessed by the
Board. [By-Laws VII.1.(a); VII.1.(e)]
 The Co-Owner of Commercial Apartment–A is exempt from this provision.
[By-Laws VII.1.(a)]
Every Co-Owner MUST pay lawful service charges established by the Board
for assessments due on his/her Apartment for which payment is received after the
due date. [By-Laws VII.7]
A Co-Owner MAY NOT exempt himself/herself, or be exempted, from
liability for any assessment upon his/her Apartment for common or limited
expenses by reason of waiving the use, or enjoyment, of any of the Common
Elements, or by abandoning his/her Apartment. [Master Deed XI; By-Laws
VII.1.(e)]
If a Co-Owner disputes the amount of any assessment, he/she MUST first pay
the disputed assessment; then he/she MAY file a grievance with the Board for its
consideration. [By-Laws VII.1.(f)]
Liens.
The Council holds a lien on every Apartment for unpaid assessments levied
against that Apartment (Condominium Act: 55-79.84.A), which MUST be paid
prior to all other liens except –


real estate liens on the Apartment; or [Condominium Act 55-79.84.A.(i)]

 the lien held by any mortgagee of the Apartment. [Condominium Act 5579.84.A.(iii); By-Laws VII.1.(c)]
In order to perfect its lien, within 90 days of when the assessment became due
and payable the Council MUST file with the Clerk’s office of the Alexandria City
Court a memorandum describing the circumstances, verified by the President.
[Condominium Act 55-79.84.C]
The total annual assessment of each Co-Owner for common expenses, or any
special assessment, or fees and other charges levied against his/her Apartment
pursuant to the By-Laws MUST be a continuing lien levied against that Apartment.
[By-Laws VII.1.(c); IX.1.(a)]
Liens for the annual assessment MUST become effective on the first day of
each fiscal year. [By-Laws IX.1.(a)]
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Liens for special assessments, the expense of electricity, and other fees and
charges MUST become effective on the first day of the next month which begins
five days after delivery to the Co-Owner of notice of such special assessment,
expense, fee, or charge. [By-Laws IX.1.(a)]
The sale or transfer of an Apartment MUST extinguish the lien on payments
thereof which became due prior to the sale or transfer. [By-Laws VII.1.(c)]
 It MAY NOT relieve the Apartment from any assessment becoming due
thereafter. [By-Laws VII.1.(c)]
Electricity Sub-Metering. THIS SECTION IS ONLY APPLICABLE IF THE
COUNCIL ELECTS TO MAINTAIN A SUB-METERING SYSTEM. CURRENTLY,
THERE IS NO SUB-METERING SYSTEM AT ALEXANDRIA HOUSE.
Duties and Responsibilities of the Council. The Council MUST –
apportion among the Co-Owners so much of its electric bill as is for electricity
used in all of the residential Apartments, according to the amount used in each
Apartment; [By-Laws VII.1.(b)]
calculate all charges for electricity used in the residential Apartments, based
upon the readings of sub-meters installed to measure the electricity used by each
Apartment. [Virginia Administrative Code 20VAC5-305-40]
Testing the Sub-Metering Equipment. The Council MUST –
have a testing program whose primary purpose is to maintain an acceptable
degree of accuracy during the service life of the sub-metering equipment; [Virginia
Administrative Code 20VAC5-305-70]
engage a qualified expert to perform all required equipment tests; [Virginia
Administrative Code 20VAC5-305-60]
test all sub-metering equipment in accordance with the provisions of the latest
edition of ANSI C12 or ANSI B109; [Virginia Administrative Code 20VAC530570]
upon request by a Co-Owner, test his/her Apartment's sub-metering
equipment without charge to the Co-Owner, provided that such test will not be
made more frequently than once in 12 months for the same Co-Owner; [Virginia
Administrative Code 20VAC5- 305-80]
 If more frequent testing is requested, the Council MAY require a deposit, the
amount of which shall not exceed the out-of-pocket expenses associated with such
a test. [Virginia Administrative Code 20VAC5-305-80]
 Such deposit MAY NOT be refunded unless the percentage accuracy of the
equipment exceeds allowable limits. [Virginia Administrative Code 20VAC5-30580]
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submit to any Co-Owner requesting a test, a written report of the results
obtained, within 10 working days after completing the test. [Virginia Administrative
Code 20VAC5-305-80]
Billing. The Council’s contracted Billing Agent MUST –
Read the sub-metering within three business days of the scheduled reading
date of the utility's master meter. [Virginia Administrative Code 20VAC5305-90]
Render bills –
 for the same billing period as that of the utility, generally monthly; a n d
[Virginia Administrative Code 20VAC5-305-90]
 no later than 15 days after receipt of the utility's bill. [Virginia Administrative
Code 20VAC5-305-90]
Show on the Co-Owner's bill all of the following information –
 the dates and readings of the sub-metering equipment at the beginning and the
end of the period, and the billing date; [Virginia Administrative Code 20VAC5305-90]
 the number of energy units consumed during the billing period; [Virginia
Administrative Code 20VAC5-305-90]
 the average cost in cents per energy unit used in computing the bill; [Virginia
Administrative Code 20VAC5-305-90]
 the amount due for electricity consumed, the balance forward, and the total
amount due; [Virginia Administrative Code 20VAC5-305-90]
 the name and address of the Co-Owner; [Virginia Administrative Code
20VAC5-305-90]
 the name of the firm rendering the bill, where payment can be made, and the
point of contact for Co-Owners having questions about their bills; and [Virginia
Administrative Code 20VAC5-305-90]
 an explicit statement that the bill is not from the utility company that provides
service to Alexandria House. [Virginia Administrative Code 20VAC5-305-90]
Estimated Bills. Estimated bills MAY NOT be rendered unless the meter has been
tampered with, is out of order, or access to it cannot be obtained. [Virginia
Administrative Code 20VAC5-305-90]
In such cases the bill MUST be distinctly marked "estimated." [Virginia
Administrative Code 20VAC5-305-90]
Estimates MUST be based upon one of the following –
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 preferably: consumption during a similar billing period, if the record of
previous consumption is available; [Virginia Administrative Code 20VAC5-30590]
 as a minimum: consumption during the preceding billing period, if the CoOwner has not lived on the premises for one year; or [Virginia Administrative
Code 20VAC5-305-90]
 if possible, in the immediately foregoing case: the average consumption
during the preceding two billing periods. [Virginia Administrative Code 20VAC5305-90]
Rebilling.
Whenever, as a result of testing, a sub-meter is found to be more than 2% fast
or slow because of incorrect calibration, the Council MUST rebill the Co-Owner for
the correct amount as calculated for a period equal to 1/2 of the time elapsed since
the last previous test, but in no case for a period in excess of 12 months or since
occupancy by the existing Co-Owner, whichever is less. [Virginia Administrative
Code 20VAC5-305- 40]
If, for any reason other than calibration or tampering, the sub-metering
apparatus has not registered the true amount of electricity which has been used, the
Council MUST estimate the electricity used during the entire period of incorrect
registration, based upon all known pertinent facts, and use the amount of electricity
so estimated to calculate the corrected bill. [Virginia Administrative Code 20VAC5305-40]
 On that basis, the Council MUST rebill the Co-Owner for the adjusted amount
for a period equal to one-half of the time elapsed since the last previous test for
sub-metering apparatus, but in no case for a period in excess of 12 months or
since occupancy by the existing Co-Owner, whichever is less. [Virginia
Administrative Code 20VAC5-305-40]
Adjustments in Bills.
Adjustments in Co-Owners’ bills MAY be made whenever –
 billing errors are due to incorrect readings or improper billing calculations
discovered by the Council on its own initiative, or as a result of investigation of a
question or dispute of a Co-Owner; [Virginia Administrative Code 20VAC5-30590]
 a cross-metering situation exists; or [Virginia Administrative Code 20VAC5305-90]
 the utility adjusts the Council’s bill. [Virginia Administrative Code 20VAC5305-90]
In such cases –
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 the Co-Owners involved MUST be rendered corrected bills to cover such
period of time as the statute of limitations allows; [Virginia Administrative Code
20VAC5-305-90]
 if a Co-Owner has been under-billed, he/she MUST be allowed to make the
payment of the amount under-billed in equal monthly installments for as many
months as the corrected bill covers, but for not more than 10 months; or [Virginia
Administrative Code 20VAC5-305-90]
 if a Co-Owner has been over-billed and is due a credit, if he/she wishes a cash
refund, it MUST be made; otherwise, such credit MUST be posted to his/her
account. [Virginia Administrative Code 20VAC5-305-90]
Whenever, as a result of testing, a sub-meter is found to be no more than 2%
fast or slow, the Co- Owner's bill WILL NOT be adjusted. [Virginia Administrative
Code 20VAC5-305-40]
Reserves.
Assessments. Assessments MUST include, as common expenses, payments to a
Reserve Fund for repairs or replacements and a General Operating Reserve account. [ByLaws VII.1.(a)]
The Reserve Fund. The Council MUST establish and maintain a Reserve Fund for
new structural improvements, repairing or replacing mechanical equipment of Alexandria
House, and for such other necessary purposes. [Master Deed Exhibit G, Property
Maintenance Agreement 3]
The Council's budget MUST include –
 the current estimated replacement cost, estimated remaining life, and
estimated useful life of the capital components; [Condominium Act 5579.83:1.B.1]
 as of the beginning of the fiscal year, the current amount of cash reserves set
aside to repair, replace, or restore the capital components and the amount of the
expected contribution to the Reserve Fund for that fiscal year; and [Condominium
Act 55-79.83:1.B.2]
 a general statement describing the procedures used in estimating and
accumulating Cash Reserves and the extent to which the Council is funding its
reserve obligations in accordance with the study currently in effect.
[Condominium Act 55-79.83:1.B.3]
Responsibilities of the Board. The Board MUST –
conduct at least once every five years a study to determine the amount of
reserves required to repair, replace, and restore the capital components;
[Condominium Act 55-79.83:1.A.1]
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review the results of that study at least annually; and [Condominium Act
5579.83.1.A.2]
make necessary adjustments to maintain the Reserve Fund at appropriate
levels. [Condominium Act 55-79.83.1.A.3]
The General Operating Reserve Account. The Council MUST establish and maintain
a General Operating Reserve.[Master Deed Exhibit G, Property Maintenance Agreement
4]
The General Operating Reserve MUST remain in a special account. [Master
Deed Exhibit G, Property Maintenance Agreement 4]
It MUST at all times be under the control of the Council. [Master Deed
Exhibit G, Property Maintenance Agreement 4]
Powers and Responsibilities of the Council.
The Council MUST pay monthly into the General Operating Reserve account
a sum equivalent to not less than 3% of the monthly assessment chargeable to the
Co-Owners. [Master Deed Exhibit G, Property Maintenance Agreement 4]
Upon accrual in the General Operating Reserve account of an amount equal to
25% of the current annual amount of assessments chargeable to the Co-Owners, the
Council MAY, by appropriate action, discontinue monthly deposits for so long as
the 25% level is maintained. [Master Deed Exhibit G, Property Maintenance
Agreement 4]
Upon the said account's falling below such 25% level, the monthly deposits
MUST forthwith be made at the 3% rate until the 25% level is restored. [Master
Deed Exhibit G, Property Maintenance Agreement 4]
Reimbursement MUST be made to the account upon the payment of
delinquencies for which funds were withdrawn from the account. [Master Deed
Exhibit G, Property Maintenance Agreement 4]
Year-End Disposition of Excess Funds. At the end of each fiscal year, any amount
accumulated in excess of requirements for actual expenses and reserves MUST, at the
discretion of the Board, be –
placed in reserve accounts; [By-Laws VII.1.(d)]
placed in a special account to be expended solely for the general welfare of all
the Co-Owners; [By- Laws VII.1.(d)]
credited according to each Co-Owner's Common Element interest to the
monthly bills for each Apartment, until exhausted; or [By-Laws VII.(d)]
distributed to the Co-Owners. [By-Laws VII.1.(d)]
Insurance.
Responsibilities and Duties of the Council. The Council MUST –
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obtain and maintain at all times insurance against loss by fire, with
endorsement for extended coverage and additional extended coverage, for the full
insurable replacement value of Alexandria House; [Master Deed XIII.A]
 The policy, or policies, of insurance MUST contain a "Condominium Property
Endorsement" for each Co-Owner and for the mortgagees of any Apartment, or
upon all or any part of the Common Elements. [Master Deed XIII.A]
from time-to-time appoint a qualified appraiser to determine the full insurable
replacement value of Alexandria House; [Master Deed XIII.A]
obtain and maintain at all times comprehensive general liability insurance
covering all Co-Owners with respect to Alexandria House in a responsible
insurance company with minimum limits of not less than $300,000 for injury to one
person and $500,000 for injury to more than one person in any one accident or
occurrence, and $50,000 for property damage; [Master Deed XIII.E]
obtain and maintain at all times workmen's compensation insurance and any
other such employment insurance required by law or deemed necessary by the
Council; and [Master Deed XIII.F]
give written notice to every Co-Owner of all policies, including Earthquake,
of insurance obtained by or on behalf of the Council. [Condominium Act 5579.81.C]
Duty of the Secretary. The Secretary MUST notify each Co-Owner, promptly and in
writing, of any change in, or termination of, the Council's insurance policies.
[Condominium Act 55-79.81.C]
Criteria for the Council's Insurance. The Council's insurance MUST meet the
following criteria:
All policies MUST be written with a company that –
 is licensed to transact business in the Commonwealth of Virginia; and [Master
Deed XIII.B.1]
 holds a rating of "AAA" or better by Best's Insurance Reports and a
policyholder's rating of "A" or better. [Master Deed XIII.B.1]
The Council or its designee MUST have the exclusive authority to adjust
losses under the insurance policies with the consent and approval of any lender
having a security interest in damaged Apartment(s), or portion(s) of the Common
Elements. [Master Deed XIII.B.2]
The insurance coverage obtained and maintained by the Council MAY NOT
be brought into contribution with insurance purchased by individual Co-Owners, or
their mortgagees. [Master Deed XIII.B.3]
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The insurance carrier MUST waive subrogation rights as to any claims against
the Council, its delegate (if any), the Co-Owners, or their Tenants, and their
respective servants, agents, employees, business invitees, or guests. [Master Deed
XIII.B.5]
Each of the policies of insurance obtained by the Council MUST contain
provisions stating that –
 the policy MAY NOT be canceled, invalidated, or suspended on account of the
conduct of one or more of the individual Co-Owners; [Master Deed XIII.B.6]
 the policy MAY NOT be canceled, invalidated, or suspended on account of the
conduct of any Officer or employee of the Council without prior demand in
writing that the Council cure the conduct of such Officer or employee with
appropriate time to effect such cure; and [Master Deed XIII.B.6]
 if the Council fails to cure the conduct of an officer or employee within the
allotted time, the policy still MAY NOT be canceled or substantially modified
without at least 10 days prior written notice to all of the insured, including all
mortgagees and Co-Owners. [Master Deed XIII.B.6]
The Insurance Trustee.
The Council MUST from time-to-time designate a bank or trust company in
the Commonwealth of Virginia as an Insurance Trustee. [Master Deed XIII.C]
 The Insurance Trustee MUST receive and hold the amount payable under any
or all of the policies of insurance referred to herein, and shall apply the same to
the cost of repair or reconstruction of any damaged or destroyed Apartments.
[Master Deed XIII.D]
 The Council is RESPONSIBLE for the Insurance Trustee's fees and expenses,
which are a common expense of Alexandria House. [Master Deed XIII.C]
If hazard insurance proceeds are applied to purposes other than the repair,
replacement, or reconstruction of the Apartments and Common Elements, the
Council MUST obtain the prior written approval of The Chase Manhattan Bank,
NA, and Household Bank, FSB, acting individually so long as they are holders of
first trust security interests, together with other mortgagees sufficient to constitute
75% of the mortgagees of any Apartment (based upon one vote for each mortgage
held). [By-Laws VIII.3.(b).5]
Assessments.
Premiums for the Council's insurance coverage are a common expense, to be
paid by the Council; such expense MUST be assessed against each Co-Owner in the
same proportion and at the same time as the operating and maintenance expenses of
the Common Elements are assessed. [Master Deed XIII.A; By-Laws VII.1.(a)]
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Responsibilities of the Board. The Board MAY specify limits of liability for which
individual Co-Owners are responsible. [By-Laws VII.8.(b)]
Responsibilities and Duties of the Co-Owners.
Every Co-Owner is RESPONSIBLE for obtaining at his/her own expense –
 such insurance on the contents of his/her own Apartment, and on his/her
personal property stored elsewhere in Alexandria House, as he/she may require;
and [Master Deed XIII.G; By-Laws VII.8.(a)]
 such insurance on his/her personal liability, to the extent not covered by the
liability insurance for all of the Co-Owners obtained as part of the common
expenses, as he/she may require. [Master Deed XIII.G; By-Laws VII.8.(b)]
Every Co-Owner MUST –
 file with the Council a copy of any individual insurance policy on his/her
Apartment, within 30 days after its purchase. [Master Deed XIII.B.4]
 obtain comprehensive liability insurance covering damages to others caused
by any failure on his/her part, or on the part of any person who is an occupant or
guest in his/her Apartment, or any pet in his/her Apartment, within limits of
liability as the Board may from time-to-time specify. [By-Laws VII.8.(b)]
 notify the Council of any improvements made to his/her Apartment having a
value in excess of $1,000, whether made at one time or as an aggregate increased
value over time. [Master DeedXIII.B.4]
A Co-Owner MAY NOT maintain insurance coverage which will tend to
decrease the amount which the Council may realize under any insurance policy that
it has in force on Alexandria House at any particular time. [Master Deed XIII.B.4;
By-Laws VII.8.(a)]
Mortgages.
Duties of the Council. The Council MUST –
maintain a book entitled "Parties Secured by Deeds of Trust on Apartments,"
in which are recorded all mortgages upon Apartments, showing the name and
address of the mortgagor and the amount of the debt secured thereby; and [By-Laws
VIII.1]
notify the mortgagee concerned of any failure by a mortgagor Co-Owner to
pay assessments, and of any other default in the mortgagor's obligations under the
Governing Documents, that is not cured within 30 days. [By-Laws VIII.2]
Duty of the Co-Owners. Every Co-Owner who gives a mortgage on his/her
Apartment MUST notify the Council through the General Manager, giving the name and
address of the mortgagee and the amount of the debt secured thereby. [By-Laws VIII.1]
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Rights of the Mortgagees. The lien of any assessment levied upon any Apartment is
subordinate to any mortgage, and does not in any way affect the rights of the mortgagee.
[By- Laws IX.2]
Each mortgagee MUST be notified by the Council of any default of the
mortgagor in the payment of assessments, or of any other default in the mortgagor's
obligations under the Governing Documents, which is not cured within 30 days.
[By-Laws VIII.2]
Any mortgagee MAY, upon written request to the Council –
 inspect the books and records of Alexandria House during normal business
hours; [By-Laws VIII.3.(a)]
 receive an annual audited financial statement of Alexandria House within 90
days following the end of the fiscal year; [By-Laws VIII.3.(a)]


have written notice of all meetings of the Council; and/or [By-Laws VIII.3.(a)]

 designate a representative to attend and speak at such meetings. [By-Laws
VIII.3.(a)]
ADOPTED BY THE BOARD JANUARY 12, 2017
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VIII. ADMINISTRATIVE MATTERS
Key points for Co-Owners:
These provisions deal with records that the Council is required to maintain.
You are entitled to have access to these records for any proper purpose related
to your membership in the Council.
If you are contemplating selling your Apartment, you should become
thoroughly familiar with the requirements for a “ Resale Certificate.”

Responsibilities of the Council.
The Council MUST –
keep detailed records of the receipts and expenditures affecting the operation
and administration of Alexandria House, specifying the maintenance and repair
expenses of the Common Elements and any other expenses incurred by, or on
behalf of, the Council; [Condominium Act 55-79.74:1.A]
keep all financial books and records in accordance with generally accepted
accounting practices; [Condominium Act 55-79.74:1.A]
reduce to writing all notices, demands, bills, statements, or other
communications done under the By-Laws; [By-Laws XI.1]
maintain a book entitled "Parties Secured by Deeds of Trust on Apartments;"
[By-Laws VIII.1]
file an Annual Report in the form prescribed by regulations of the Virginia
Real Estate Board within 30 days of each anniversary date of the order registering
Alexandria House. [Condominium Act 55-79.93:1.A]
 The Annual Report MUST be accompanied by a fixed fee in an amount
established by the Virginia Real Estate Board. [Condominium Act 55-79.74.1.C]
Duty of the Secretary. The Secretary MUST take charge of such books and papers as
the Board may order. [By-Laws V.6]
Co-Owners' Rights.
A Co-Owner in good standing, or his/her authorized agent, MAY examine and
copy, at cost, all books and records kept by or on behalf of the Council, including
but not limited to, the Council's membership list, addresses, and aggregate salary
information of the Council's employees. [Condominium Act 55-79.74:1.B]
 The request MUST be for a proper purpose related to his/her membership in
the Council, and not for pecuniary gain or commercial solicitation. [Condominium
Act 55-79.74:1.B]
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 This right MUST be exercised – 1) during normal business hours at a
convenient location; 2) upon five days' written notice reasonably identifying the
purpose of the request and the specific books and records requested.
[Condominium Act 55-79.74:1.B]
Mortgagees' Rights: Upon written request to the Council, any mortgagee MUST be
allowed to –
inspect the books and records of Alexandria House during normal business
hours; [By-Laws VIII.3.(a)]
upon written request, receive an annual audited financial statement of
Alexandria House within 90 days following the end of any fiscal year. (Note: See
also – “Rights of the Mortgagees” at Page 54.) [By-Laws VIII.3.(a)]
Powers of the Council.
Prior to providing copies of any books and records, the Council MAY impose
and collect a reasonable charge, reflecting the cost of materials and labor, not to
exceed the actual costs thereof. [Condominium Act 55-79.74:1.D]
The Council MAY withhold its books and records from examination or
copying by Co-Owners or contract purchasers to the extent that they are drafts, not
yet incorporated into the Council's books and records; if the documents concern –
[Condominium Act 55- 79.74:1.C.1]
 personnel matters relating to specific persons, or their medical records;
[Condominium Act 55-79.74:1.C.1]
 contracts, leases, and other commercial transactions currently under
negotiation; [Condominium Act 55-79.74:1.C.2]


pending or probable litigation; [Condominium Act 55-79.74:1. C.3]

 matters involving formal proceedings before a government tribunal for
enforcement of Governing Documents; [Condominium Act 55-79.74:1.C.4]


communications with legal counsel; [Condominium Act 55-79.74:1.C.5]

 disclosure of information in violation of law; [Condominium Act 5579.74:1.C.6]
 meeting minutes or other confidential records of an Executive Session of the
Board; [Condominium Act 55-79.74:1.C.7]
 documents compiled for the Council of the Board for consideration at an
Executive Session; or [Condominium Act 55-79.74:1.C.8]
 individual Co-Owners, other than the requesting Co-Owner. [Condominium
Act 55-79.74:1.- C.9]
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ELECTRICITY EXPENSES.

There is no sub-metering system at Alexandria House but if there was then this
applies. Electricity Sub-Meter Testing Records. The Council MUST –
keep and maintain the following records –
 a record of all sub-metering equipment, showing the equipment number and
location; [Virginia Administrative Code 20VAC5- 305-70]
 the record of each test made, showing the identification number of the
equipment, the standard number, and other necessary devices used, the date and
kind of test made, by whom, the percentage registration in each load tested for
sub-metering equipment, the accuracy level of the parameter measured, and
sufficient data to permit verification of the calculations; and [Virginia
Administrative Code 20VAC5-305-70]
 a record of all the portable standards and reference standards used to test
equipment; [Virginia Administrative Code 20VAC5305-70]
make the foregoing records available, upon request, to the Co-Owners at the
General Manager's office during normal business hours, and to the State
Corporation Commission of Virginia. [Virginia Administrative Code 20VAC5- 30570]
Electric Service Billing Records: The Council MUST –
retain for a minimum period of three years all records associated with the
computation of charges levied upon residential Apartments for electric service;
[Virginia Administrative Code 20VAC5-305-100]
maintain and make available for inspection by Co-Owners, upon request, the
following records – [Virginia Administrative Code 20VAC5305-100]
 the billing from the utility to the Council for the current month and the 36
preceding months; [Virginia Administrative Code 20VAC5-306-100]
 the calculation of the average cost per energy unit for the current month and
the 36 preceding months; and/or [Virginia Administrative Code 20VAC5-305100]
 the Co-Owner's sub-meter readings and billings for the current month and the
36 preceding months, or the term of occupancy, whichever is less. [Virginia
Administrative Code 20VAC5-305-100]
1.2.

RESALE CERTIFICATES.
Procedures.
In the event of any resale of a residential Apartment, the Co-Owner seller
MUST obtain from the Council a Resale Certificate and provide it to the purchaser.
[Condominium Act 55-79.97.A.(ii)]
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The Council MUST furnish the Resale Certificate within 14 days of the
receipt of the Co-Owner's written request. [Condominium Act 55-79.97.C]
The Resale Certificate MUST include the following –
(a)
an appropriate statement pursuant to Section 55-79.84.H of the Act
and, if applicable, pursuant to Section 55-79.85; [Condominium Act 5579.97.C.1]
(b)
a statement of any expenditure of funds approved by the Council, or
the Board, which shall require an assessment in addition to the regular
assessment during the current, or the immediately succeeding, fiscal year;
[Condominium Act 5579.97.C.2]
(c)
a statement, including the amount, of all assessments and any other
fees or charges currently imposed by the Council and associated with the
purchase, disposition, and maintenance of the Apartment and the use of the
Common Elements and the status of the account; [Condominium Act 5579.97.C.3]
(d)
a statement whether there is any other entity or facility to which the
Co-Owner may be liable for fees or other charges; [Condominium Act 5579.97.C.4]
(e)
the current reserve study report or a summary thereof, a statement of
the status and amount of any reserve or replacement fund and any portion of the
fund designated for any specified project by the Board; [Condominium Act 5579.97.C.5]
(f)
a copy of the Council's current budget or a summary thereof prepared
by the Council, and a copy of the statement of its financial condition for the last
fiscal year for which a statement is available; [Condominium Act 55-79.97.C.6]
(g)
a statement of the nature and status of any pending suits or unpaid
judgments to which the Council is a party, which either could or would have a
material impact on the Council or the Co-Owners, or relates to the Apartment
being purchased; [Condominium Act 55-79.97.C.7]
(h)
a statement setting forth what insurance coverage is provided for all
unit owners by the Council (including any fidelity bond) and maintained by the
Council, and what additional insurance coverage would normally be secured by
each individual Co-Owner; [Condominium Act 55- 79.97.C.8]
(i)
a statement that any improvements or alterations made to the
Apartment, or the Limited Common Elements assigned thereto, by the prior
owner are not in violation of the Governing Documents; [Condominium Act 5579.97.C.9]
(j)
a copy of the current By-Laws and Rules and Regulations adopted by
the Council, and the amendments thereto; [Condominium Act 55- 79.97.C.10]
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(k)
a statement of whether Alexandria House or any portion thereof is
located within a development subject to the Property Owners' Association Act;
[Condominium Act 55-79.97.C.11]
(l)
a copy of any notice given to the Co-Owner seller by the Council of
current or pending architectural violations; [Condominium Act 55- 79.97.C.12]
(m)
a copy of any approved minutes of the Board or Council meetings for
the six calendar months preceding the request for the resale certificate;
[Condominium Act 55-79.97.C.13]
(n)
certification that the Council has filed with the Common Interest
Community (CIC) Board the annual report required by Section 55- 79.93.1 of
the Act, which certification shall indicate the filing number assigned by the CIC
Board and the expiration date of such filing; [Condominium Act 55-79.97.C.14]
(o)
a statement of any limitation on the number of persons who may
occupy an Apartment as a dwelling; and [Condominium Act 55- 79.97.C.15]
(p)
a statement setting forth any restrictions, limitation, or prohibition on
the right of a Co-Owner to display the flag of the United States, including, but
not limited to reasonable restrictions as to the size, time, place, and manner of
placement or display of such flag. [Condominium Act 55- 79.97.C.16]
The purchaser MAY submit a copy of his/her contract to the Council with a
request for assurance that the statements previously furnished in the resale
certificate remain materially unchanged, or, if there have been material changes, a
statement specifying the changes.
 The Council WILL provide the purchaser with such assurance or such
statement within 10 days after the receipt of such request by the Council.
 The Council MAY charge the purchaser the same fee as is charged to CoOwners for a hard copy Resale Certificate, but not more than its actual costs.
ADOPTED BY THE BOARD JANUARY 24, 2018
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IX. VIOLATIONS, DISPUTES, SANCTIONS, AND
COMPLAINTS
Key Points for Co-Owners:
Enumerated here are the remedies and sanctions available to the Council of
Co-Owners and the Board for dealing with those who violate provisions of the
Act and the Governing Documents, and the procedures for administering
them.
If ever a special assessment (i.e., a charge or a bill) is levied upon your
Apartment that you wish to dispute, please pay the bill first and then file a
grievance with the Board.

General Powers of the Council. The Council is EMPOWERED to take necessary
remedial actions against, and impose appropriate sanctions upon, any Co-Owner whose
conduct, or that of any member of his/her household or his/her Tenants, agents, employees,
guests or invitees, violates the Condominium Act or the Governing Documents.
[Condominium Act 55-79.53.A]
Powers of the Board to Deal with Misconduct. The Board or its agents MAY –
enter the Apartment in which, or to which, a violation has been committed, and
summarily to abate and remove, at the Co-Owner's expense, any structure, thing, or
condition that causes the violation; [By-Laws IX.3.(b).(i)]
use self-help (e.g., towing a vehicle), at the responsible Co-Owner's expense, to
remove or cure the violation; [By-Laws IX.3.(b).(ii)]
assess the responsible Co-Owner for all costs to the Council and/or to other CoOwners arising out of any act or neglect on his/her part or that of others for whom he/she
is responsible; [By-Laws IX.3(a)]
after due notice and process, require the responsible Co-Owner to evict a Tenant who
fails to comply with any of the terms of the Governing Documents. [By-Laws VII.3.(c)]
Disputed Assessments. If a Co-Owner disputes the amount of any assessment, he/she
MUST first pay the disputed assessment; then he/she MAY file a grievance with the Board of
Directors for its consideration. [By- Laws VII.1.(f)]
Powers of the Board to Deal with Defaults on Assessments. The Board MAY –
accelerate the maturity of a Co-Owner's remaining unpaid assessments upon his/her
Apartment (when they are payable in installments) and declare the entire balance of the
assessment due and payable in full, if he/she defaults in the timely payment of two
consecutive installments, or any three installments; [By-Laws IX.1.(b)]
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Notice to such effect MUST be served on the defaulting Co-Owner and
his/her mortgagee(s), if any. [By-Laws IX.1.(b)]
in the name of and on behalf of the Council, sue for recovering sums due, for
damages and for injunctive relief; [Condominium Act 55-79.53.A; By-Laws IX.3.(c)]
enforce and foreclose the Co-Owner's lien for assessments in any manner permitted
by the laws of the Commonwealth of Virginia; [By-Laws IX.1.(c)]
The Co-Owner MUST pay a reasonable rental for the Apartment for any
period prior to sale pursuant to any judgment or order of the court having
jurisdiction over the sale. [By-Laws IX.1.(c)]
apply these provisions cumulatively. [By-Laws IX.1(d), IX.3.(e)]
Special Assessments. The Board MAY assess reasonable charges against a Co-Owner
for violations of the Condominium Act, Master Deed, By-Laws, or Policies, Rules, and
Regulations for which he/she or his/her household members, Tenants, guests, invitees,
agents, or employees are responsible; [Condominium Act 55-79.80:2.A.(ii); By-Laws
IX.3.(d)]
Such charges are special assessments and MUST be collected as such. [By-Laws
IX.3.d]
The amount of any charges assessed need not be limited to the expense or damage to
the Council caused by the violation, but MAY NOT exceed $50 for a single offense or
$10 per day for any continuing offense, to be treated as an assessment against the CoOwner's Apartment. [Condominium Act 55-79.80:2.B]
Charges for a continuing offense MAY NOT be assessed for a period
exceeding 90 days. [Condominium Act 55-79.80:2.B]
Before any such charges are imposed, the Co-Owner MUST be given an opportunity
to be heard and to be represented by counsel before the Board. [Condominium Act 5579.80:2.B]
If the Co-Owner requests in writing a hearing before the charge is imposed, the
charge MUST be suspended until the hearing is held. [By-Laws IX.3.d]
Notice of such hearing, including the charges and sanctions that may be
imposed, MUST be given at least 14 days in advance thereof, and MUST be
delivered to the Co- Owner by hand or by registered mail. [Condominium Act
5579.80:2.B]
The results of the hearing MUST be delivered to the Co-Owner within seven (7) days
of the hearing, by hand or by registered mail. [Condominium Act 55-79.80:2.B]
If a lawsuit is filed challenging any such charges, additional charges MAY NOT
accrue after the date on which it is filed. [Condominium Act 55-79.80:2.B]
If the court rules in favor of the Council, charges MAY be assessed from the
date on which the suit was filed. [Condominium Act 55-79.80:2.B]
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Powers Reserved for the Council.
The Council is EMPOWERED to adopt Policies, Rules, and Regulations that suspend
a Co- Owner's right to use facilities or services, including utilities services provided
through the Council, for non-payment of assessments that are more than 60 days past due.
[Condominium Act 55-79.80:2.A]
Such suspension MAY NOT preclude access to his/her Apartment.
[Condominium Act 55-79.80:2.A]
It SHALL NOT endanger the health, safety, or property of any Co-Owner,
tenant, or occupant. [Condominium Act 55-79.80:2.A]
In the event that the Council adopts such Policies, Rules, and Regulations providing
for the suspension of a Co-Owner's rights, it MUST ensure that the affected Co-Owner is
given the opportunity to be heard and to be represented by counsel before the Board, to
be given notice, and to be notified of the results of the hearing, as described immediately
above. [Condominium Act 55-79.80:2.B]
Virginia Complaint Process for Co-Owners and Residents/Citizens (as of September
28, 2012).
Alexandria House supports and complies with the “Virginia Community Complaint
Process” that ALLOWS Co-Owners and Residents/Citizens to challenge “any adverse
decisions” made against them by the Council (Effective September 28, 2012). [Virginia
Code, Section 55-530(E)]
This “Complaint Process” is applicable when a Co-Owner, or
Resident/Citizen, believes that the Council, the General Manager, or the Board of
Directors have acted contrary to the applicable laws, or regulations, of the
Commonwealth of Virginia that apply to governing the Alexandria House.
The “Complaint Process” is available to all Co-Owners and
Residents/Citizens upon request.
The “Council Complaint Form,” with instructions, SHALL be available, at the
Reception Desk, to all Co-Owners, and Residents/Citizens, upon request.
Additionally, for one year, a copy of each “Complaint” SHALL be included in
every “Resale Certificate,” or disclosure packet, distributed by the Alexandria
House.
Instructions for delivery of the fully completed, signed, and dated Complaint
(including the Complaint Form and all attachments) ARE included with each
Complaint Form.
All completed, signed, and dated Complaints SHALL be considered by the Board at a
meeting, and the Board SHALL decide what action, if any, to take in response to the
Complaint. Within seven (7) days after the final determination is made by the Board, the
Complainant SHALL be informed by written notice of the Board’s final determination.
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PART TWO
CONSISTING OF: “POLICIES”
Pursued by the Board in accomplishing its MISSION: i.e., to
–
1. Operate and maintain the Council’s Property.
2. Preserve and increase the value of the Co-Owners’
Property.
3. Sustain and enhance the Residents’ quality of life
TOGETHER WITH: “RULES AND REGULATIONS”
Enacted by the Board of Directors, under the provisions of
Alexandria House By-Laws IV.2, to implement its Policies.
ADOPTED BY THE BOARD ON NOVEMBER 7, 2013 & JULY 10, 2014
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SECTION 100 – ENACTMENT
POLICY
101

Formulation. The Board formulates and declares the Council’s Policy and adopts such
implementing Rules and Regulations as it deems necessary, or appropriate, to fulfill
its obligations under the Governing Documents.
101.1 The Reference Manual is a living document – POLICIES, RULES, and
REGULATIONS are changed as necessary to deal with changing conditions
and Virginia legal requirements.

102

103

Scope. POLICIES, RULES, and REGULATIONS MAY address any facet of the
Council’s affairs, including without limitation –
a.

Official Actions of the Board, Officers, Committees, Staff, and Contractors;

b.

The Council’s Finances;

c.

Operation, Maintenance, and Improvement of the Property;

d.

The Safety and Security of the Property and the Residents;

e.

Services and Amenities Provided for Residents by the Council;

f.

Use of the Property; and

g.

Internal and External Community Relationships.

Application. Policies state guidance for the Board. Rules define privileges and
obligations of Co-Owners and Tenants, including the Directors and Officers of the
Council and the Board itself. Regulations govern activities of the Council’s
contractors and Staff. Therefore, throughout this Reference Manual, the following
usage has been applied –
a.

under POLICY is included guidance for the Board to which it shall adhere;

b.

under RULES are included requirements with which the Board, the Officers,
and individual Co-Owners and Tenants shall comply; and

c.

under REGULATIONS are included duties which Management as a whole,
the General Manager, the Management Agent, the Engineer, the Assistant
Engineer, and members of the Staff shall faithfully perform.

103.1 To the extent that any action of the Board conflicts with a Rule or Regulation,
that action is invalid and without force.
104

Publication. Co-Owners and Tenants are kept fully and currently informed of the
POLICIES, RULES, and REGULATIONS by their publication in The Alexandria
House Reference Manual (the Reference Manual).
104.1 The Reference Manual is the sole authoritative statement of the Council’s
POLICIES, RULES, and REGULATIONS.
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RULES
105

Initial Enactment. Each section of the Reference Manual SHALL be effective upon
its adoption by the Board in a formal resolution, recorded in the Minutes, or at such
later time as the resolution may specify.

106

Amendment or Repeal. Any POLICY, RULE, or REGULATION MAY be amended
or repealed by the Board in a formal resolution that is recorded in the Minutes.
106.1 An amendment, or repeal, shall be effective upon its adoption, or at such later
time as the resolution adopting it may specify.

107

Suspension. There SHALL be no suspension of any RULE or REGULATION.

108

Maintenance. Whenever a POLICY, RULE, or REGULATION is adopted, amended,
or repealed by the Board, the Secretary SHALL revise the affected Section to reflect
the change, and release the revised Section for publication without further action by
the Board.
108.1 Any such change that is not published in a revised Section of the Reference
Manual prior to the next Annual Meeting of the Council shall lapse at the
conclusion of that Meeting and cease to have any force.

109

Annual Report of Changes. At the Annual Meeting of the Council, the President
SHALL enumerate the changes to POLICIES, RULES, and REGULATIONS that
have been made by the Board in the course of the closing Fiscal Year, including all
changes that will be allowed to lapse for want of publication in a revised Section.

REGULATIONS
110

Distribution of Revisions. The General Manager SHALL distribute copies of new or
revised Sections of the Reference Manual to every Co-Owner and Tenant before the
first Regular Meeting of the Board after each Section has been adopted.
110.1 If a Section has been repealed, the distribution shall include a page
announcing the repeal.

111

Additional Copies of the Reference Manual. When so requested, the General
Manager SHALL provide additional copies of the Reference Manual, at cost (10
cents per page), to Co-Owners, Tenants, or holders of a first-trust security interest in
any Apartment. Electronic copies of the Reference Manual, on CD, are also available
(at cost) upon request.

112

Supplementary Instructions. The General Manager is hereby authorized to distribute,
or post, supplementary instructions pertaining to activities for which he/she is
responsible (e.g., pool usage, fire and emergency procedures, personnel
administration, and routine maintenance of Apartments).
112.1 Any such activity shall be conducted within the scope of, and consistent with,
existing POLICIES, RULES, and REGULATIONS.
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112.2 No part of any such supplementary instruction shall be represented as being a
POLICY, RULE, or REGULATION, except full and exact quotations of
numbered elements of the Reference Manual.
112.3 Any such supplementary instruction shall employ the terminology of the
Governing Documents (e.g., “Apartment” rather than “unit,” “Co-Owner”
rather than “unit owner,” and “Council” rather than “association”).
113

Authoritative Copy of the Reference Manual. A complete and current set of the
digital files needed for editing and publishing the Reference Manual, or any of its
Sections, SHALL be maintained at the Council’s Office of Record, under the control
of the Secretary and in the physical custody of the General Manager, as the single
authoritative copy of the Manual.
113.1 All Reference Manual files shall be backed up/saved electronically.

ADOPTED BY THE BOARD NOVEMBER 7, 2013
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SECTION 120 – ENFORCEMENT AND COMPLAINT PROCESS
POLICY
121

Co-Owners Responsibility. The Council holds each Co-Owner responsible for
compliance with the Governing Documents by himself/herself, members of his/her
household, his/her tenants, and all other persons whom he/she may introduce to the
property.

122

Informal Resolution. Insofar as practicable, infractions of RULES are dealt with
informally; formal proceedings are initiated only in extreme situations.

RULES
123

Action on Apparent Violations. Any person who has reason to believe that a CoOwner, or a person for whom a Co-Owner is responsible, has violated any provision
of the Governing Documents MAY bring that possibility to the attention of the
General Manager, any individual Director, or the Board as a whole.
123.1 Should the possibility of such an apparent violation come to the attention of
any Director other than the President that Director shall promptly bring it to
the President’s attention.
123.2 The President, upon learning of a possible violation, shall have the General
Manager investigate the allegation and seek to bring the offender(s), if any,
into compliance through informal action.
123.2.1

If the matter has been so resolved, the President shall make a full
report of it at the Board’s next regular meeting.

123.2.2

If the matter has not been resolved to the President’s satisfaction,
he/she shall forthwith call a Special Meeting of the Board to hear
and consider the allegation.

123.3 If the matter is brought to the Board's attention at a Regular Meeting, and the
Board is not satisfied with the outcome, it may elect to schedule a Special
Meeting to hear and consider the allegation.
124

Hearings. In addition to RULES applicable to all meetings of the Board, a Special
Meeting of the Board called to hear and consider allegations of misconduct by a CoOwner, or those for whom he/she is responsible, SHALL be governed by the
following special Rules.
124.1 The Secretary shall give the responsible Co-Owner at least fourteen (14) days
written notice of the hearing.
124.1.1

The notice shall be delivered by hand or sent by registered or
certified mail, return receipt requested, to the responsible CoOwner at his/her Apartment or at such other address as he/she has
designated to an Officer of the Council.
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124.1.2

The notice shall enumerate the charges and other sanctions that
may be imposed for the alleged violation.

124.1.3

The notice shall inform the responsible Co-Owner of his/her right
to be represented by counsel at the hearing.

124.2 The Board shall not postpone or adjourn the hearing solely on account of the
responsible Co-Owner’s failure to appear.
124.3 The Board may be assisted by counsel at the hearing.
124.4 The Secretary shall convey the Board’s findings and decisions in writing to
the responsible Co-Owner and post, or otherwise publish, them to the CoOwners and Residents within seven (7) days following the hearing.
124.5 If all informal avenues to resolve a complaint within the Council have been
exhausted and the Board has issued an adverse action, the complainant may
go to the VA Office of the Common Interest Community (CIC) Ombudsman
(http://www.dpor.virginia.gov/CIC-Ombudsman/) and use their
complaint/appeal process.
125

Sanctions. If, after hearing and considering the facts of the matter at a Special
Meeting called for that purpose, the Board finds that a Co-Owner, or an individual for
whom he/she is responsible, has violated a provision of the Governing Documents,
the Board MAY take one or more of the following actions against the responsible CoOwner.
125.1 The Board may accelerate payment of the Co-Owner’s Assessments.
125.2 The Board may assess the Co-Owner for all costs to the Council arising out of
any act or neglect for which he/she is responsible.
125.3 The Board may assess the Co-Owner for charges not to exceed $50 for a
single offense, or $10 per day for a continuing offense, for a period not to
exceed 90 days.
125.4 The Board may require the Co-Owner to evict an offending Tenant.
125.5 The Board may initiate and pursue legal action against the Co-Owner to
recover sums due for damages, for injunctive relief, or for any other remedy
available at law or in equity.

REGULATIONS
126

General Manager Action on Apparent Violations. Upon learning of an apparent
violation of the Governing Documents, the General Manager SHALL investigate the
circumstances, and seek to bring offenders, if any, into compliance through informal
action.
126.1 Should informal action fail to correct the apparent violation, the General
Manager shall make a report of the matter to the President within 72 hours.
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126.2 The General Manager shall provide such assistance as the President may
require in dealing with the apparent violation.
127

Emergencies. In an emergency (e.g., water seepage, smoke, or loud noise), the
General Manager or his/her designated representative MAY enter Apartments, as
necessary, to take corrective action.
127.1 As authorized by Regulation, the General Manager may cause vehicles to be
towed, and otherwise use self-help to resolve problems that evolve from
violations of the Governing Documents.

ADOPTED BY THE BOARD NOVEMBER 7, 2013
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TAB 200 – ORGANIZATION
SECTION 200 – GOVERNANCE STRUCTURE

11

POLICY:
201 – Organizational Overview
RULES:
202 – Duties of the President and other Officers
REGULATIONS:
203 – Duties of the Building Director
204 – Duties of the Management Agent
205 – Duties of the Staff

SECTION 210 – THE COUNCIL OF CO-OWNERS (THE COUNCIL) 13
POLICY:
211 – Full Participation
RULES:
212 – Parliamentary Law
213 – Delinquents
214 – Proxies
215 – Registration
216 – Quorum
217 – Voting
218 – Minutes
219 – Annual Meeting
REGULATIONS:
220 – Duties of the Management Agent
221 – Duties of the Building Director

SECTION 230 – THE BOARD OF DIRECTORS (THE BOARD)
POLICY:
231 – Duties
232 – Relations with Co-Owners
233 – Relations with Co-Owners of Commercial Apartment–A
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RULES:
234 – Open Meetings
235 – Notice
236 – Documents
237 – Minutes
238 – Speaking
239 – Organizational Meeting
240 – Regular Meetings
241 – Special or Emergency Meetings
242 – Officers
REGULATIONS:
243 – Duties of the Building Director

SECTION 250 – MANAGEMENT

24

POLICY
251 – Management of Alexandria House
252 – No Self-Management
RULES
253 – Evaluation of the Building Director
254 – Evaluation of the Management Agent
REGULATIONS
255 – The Building Director’s Qualifications
256 – The Building Director’s Duties
257 – The Management Agent’s Qualifications
258 – The Management Agent’s Duties
259 – Additional Duties of the Management Agent

SECTION 260 – THE STAFF

27

POLICY
261 – Employment
262 – Required of Staff
263 – Expected of Residents
264 – Compensation
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265 – Gratuities
266 – Off-Duty Employment
RULES
267 – Insurance Benefits
268 – Supervision
269 – Praise or Reprimand
270 – Abuse or Discourtesy
REGULATIONS
271 – The Building Director’s Responsibilities
272 – The Building Director’s Duties
273 – The Facility Manager
274 – The Facility Manager’s Duties
275 – Performance Evaluation

SECTION 290 –THE COMMITTEES
POLICY
291 – Valued Service
292 – Limitations
RULES
293 – Standing Committees
294 – Duties of the Committees
295 – Communication with Management
296 – Subcommittees
297 – Registration / Election Committee
298 – Special Committees
REGULATIONS
299 – Keeping Informed
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SECTION 200 – GOVERNANCE STRUCTURE
POLICY
201
201.1
201.2

201.3

201.4
201.5

201.6

Organizational Overview
The Council has ultimate responsibility for administering Alexandria House.
The Board is the Council’s representative for implementing the will of the
Council by establishing policies, regulations, and rules consistent with the
governing documents.
The Board is not authorized to self-manage operations without approval of
75% of all mortgagees of all Apartments. As such, the Board arranges for a
Management Agent to run Alexandria House operations.
The Management Agent’s responsibilities are specified in their contract.
All personnel working on a daily basis at Alexandria House report to a
Building Director (BD) who is the sole liaison to the Board President. This
includes engineering staff, and Management Agent staff.
The following graphic represents the governance structure here at Alexandria
House.
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RULES202

Duties of the President and other Officers– The President will be the Council’s sole
official point of contact for management issues needing Board attention and for
resolving questions from the Building Director and/or the Management Agent.
His/her duties are defined in the Master Deed and the By-laws as well as in Section
232 under Board of Director for specific duties. All Officer duties are also described
in Section 232.2.

REGULATIONS
203

Duties of the Building Director. The Building Director is the Board’s single liaison
for all operational, financial, and administrative duties at Alexandria House. The
Building Director is NOT one of the elected directors serving on the Board of
Directors. See Management Section 240, for general responsibilities.

204

Duties of the Management Agent. The Management Agent is a professionally
licensed property management company. See Section 240 for their general
responsibilities and their contract with Alexandria House for specifics.

205

Duties of the Staff. All staff employees will have job descriptions and performance
plans defining their responsibilities and duties.

ADOPTED BY THE BOARD JANUARY 24, 2018
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SECTION 210 – THE COUNCIL OF CO-OWNERS (THE COUNCIL)
POLICY
211

Full Participation. The Board encourages, and takes all feasible measures to enable
every Co-Owner to participate in all Meetings of the Council.
211.1 To that end, the Board solicits proxies from all Co-Owners in advance of
any Meeting of the Council. The forms by which such proxies are
designated will be returned to those Co-Owners who subsequently register
in person.

RULES
212

Parliamentary law. The rules contained in the current edition of Robert's Rules of
Order Newly Revised SHALL govern the Council in all cases to which they are
applicable and consistent with the Governing Documents.

213

Delinquents. No Co-Owner whose account has been delinquent for more than 60 days
MAY participate in a Meeting of the Council unless full payment has been made at
least 72 hours prior to that meeting.

214

Proxies. To ensure a quorum at any Meeting of the Council, the Secretary SHALL
solicit a proxy for every Apartment, prior to that Meeting.
214.1 A proxy shall be designated only on a form, which the Secretary shall prepare,
that includes the following instructions –
a.

the proxy is void if the form is not signed, and dated, by the Co-Owner or a
person having authority to execute deeds on behalf of the Co-Owner;

b.

the form must be filed with the Secretary before the appointed time of the
Meeting;

c.

the proxy may be revoked only by retrieving the form, presenting it to the
person presiding over the Meeting, and notifying him/her that it is revoked;
and

d.

a brief explanation of the effect(s) of leaving the proxy uninstructed.

214.2 For each Apartment owned by the Council, the President shall file with the
Secretary a proxy form naming the Secretary “ex officio” as proxy for the
Council.
215

Registration. Eligible Co-Owners and their proxies attending any Meeting of
the Council SHALL register in person for that Meeting before the time
appointed for it to convene.

215.1 The President shall appoint volunteers to serve as registrars.
215.2 The Secretary shall –
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a.

prepare a register of the Apartments with columns headed Apartment, CoOwner, Registered in Person, and Registered by Proxy;

b.

enter in the register those Co-Owners who are ineligible to participate by
reason of delinquency;

c.

for each valid proxy form received, enter in the register under Registered
by Proxy either “Secretary”, if the Secretary is named ex officio, or the
name of the person other than the Secretary who is named in the proxy
form; and

d.

deliver to the registrars the register and all valid proxy forms received.

215.3 When a Co-Owner registers in person a registrar shall –
a.

return the Co-Owner’s proxy form if he/she has submitted one and strike out
the corresponding entry in the register under Registered by Proxy;

b.

register the Co-Owner by entering in the register a check under Registered in
Person; and

c.

issue to the Co-Owner a ballot for each matter to be voted on at the Meeting.

215.4 When a person designated by a Co-Owner to serve as his/her proxy, other than
the Secretary (so designated ex officio), presents himself/herself to the
registrars, a registrar shall –
a.

verify the proxy form appointing him/her as the Co-Owner’s proxy;

b.

register the Co-Owner who signed the proxy form by entering in the register a
check under Registered by Proxy; and

c.

issue to the proxy a ballot for each item to be voted on at the Meeting.

215.5 No Co-Owner shall be allowed to register in person for a Meeting for which
he/she already has been registered by proxy, without revoking his/her proxy
form by –
a.

retrieving it and any ballots for his/her Apartment which have been issued to
his/her proxy; and

b.

personally notifying the person presiding over the Meeting that he/she revokes
the proxy form.

215.6 The presiding officer’s initials on the proxy form will attest that he/she has
been notified, and authorize registration of the Co-Owner in person.
216

Quorum. No Meeting of the Council SHALL transact any business until a quorum
has been established by registration, in person, or by proxy, of the Co-Owners of at
least 105 Apartments except as provided below.
216.1 Should a quorum not be established within 30 Minutes following the time
appointed for a Meeting, the Meeting shall be called to order for the purpose
of fixing a time within which to establish a quorum.
14
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The time fixed shall be not less than 48 hours later than the time originally
appointed for the Meeting.
Voting. At any Meeting of the Council, every Co-owner is entitled to cast one
vote for each Apartment owned by him/her.

217.1 The identity of the person casting a ballot shall be deemed private and
protected as such.
217.2 Named proxies shall cast the votes of the Apartments they represent in
accordance with the instructions in the proxy forms in which they are named.
217.3 Unless otherwise instructed by the Board, the Secretary shall cast the vote of
an Apartment whose proxy he/she holds ex officio –
a.

to elect those candidates who receive the most votes before the Secretary
votes as proxy; and

b.

to support positions taken by the Board.

218

Minutes. The Minutes SHALL include the Meeting’s date, the time convened,
the time adjourned, and the items of business transacted, including all motions
(unless withdrawn), points of order, and appeals, with the disposition of each.

218.1 The Secretary shall authenticate the draft Minutes and make available
electronic copies to all Co-Owners within 60 days of the completion of the
meeting with the draft being included in the next Council meeting’s agenda
for approval.
218.2 The original Minutes of each Meeting, together with the register of CoOwners attending the Meeting in person or represented by proxy and such
other related documents as the Secretary may select, shall be preserved
indefinitely at a secure location under the control of the Secretary and in the
physical custody of the Building Director.
219

Annual Meeting. The Annual Meeting of the Council SHALL be held at a
convenient location during the last two weeks of February.
219.1 The Board President appoints a Nominating Chair at the November meeting
(early November).
a.

Nominating Chair's responsibility is to solicit candidates for new Board
members, explain responsibilities, and answer any questions regarding time
required and activities.

b.

Nominating Chair drafts letter to co-owners requesting candidates and
requesting desired candidates to officially notify Chair with application,
resume and photo at specific date based on the timeline of Annual meeting.

c.

Chair receives information from candidates and provides information to
Secretary and Building Director) include in annual meeting packet and 2) to
place candidates' information in lobby.
15
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219.2 On or about the first day of January, the Secretary shall send to each CoOwner an advance notice of the Annual Meeting
219.3 At least 14, but not more than 21 days, before the Annual Meeting, the
Secretary shall mail or deliver to the Co-Owner of each Apartment a formal
notice of its time, place, and purpose. This notice shall be accompanied by –
a.

a proxy form and biographical sketches of those candidates for the Board who
may have provided them;

b.

Minutes of the previous Annual Meeting;

c.

the President’s report;

d.

the Treasurer’s report, with projected financial statements for the current
Fiscal Year and the Board’s proposed Operating Budget for the ensuing Fiscal
Year; and

e.

reports of the Committees.

219.4 The order of business SHALL be –
a.

Roll Call. (A motion to accept registration in lieu of the roll call shall be in
order.);

b.

Proof of Notice of the Annual Meeting;

c.

Minutes of the Preceding Annual Meeting. (A motion to accept previously
distributed Minutes as read shall be in order.);

d.

Election of Inspectors of Election;

e.

Election of Directors;

f.

Reports of Officers: (After the President has reported changes to the
Reference Manual as required by TAB 100, Rule 109, a motion to accept
previously distributed reports as read shall be in order.);

g.

Reports of Lenders’ Representatives, if any;

h.

Reports of Committees; (A motion to accept previously distributed reports as
read shall be in order.);

i.

Unfinished Business;

j.

New Business (Motions to approve the Board’s proposed next Fiscal Year
Operating Budget and the Board’s arrangements for the management of
Alexandria House shall be in order.);

k.

Co-Owner Comments; and

l.

Adjournment.
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219.5 Should an Annual Meeting be adjourned for lack of a quorum pursuant to
Rule and there be no quorum at the adjourned session, the Annual Meeting
shall be dispensed with for that year, and the Board then in office shall
proceed with the business of the Council, including the adoption of an
Operating Budget for the ensuing Fiscal Year and the election of Directors to
fill vacancies as they may occur.
REGULATIONS
220

Duties of the Management Agent. The Management Agent SHALL notify the
Secretary, no later than 48 hours before the time appointed for any Meeting of the
Council, of any Co-Owner who is ineligible to participate by reason of
delinquency.

221

Duties of the Building Director. He/she, with the assistance of other Staff, SHALL
–
a.

arrange for the use of facilities at a convenient location as required for any
Meeting of the Council;

b.

provide or arrange for such reproduction and distribution services as the
Secretary may require under RULES 204.1 and 205.2a;

c.

keep a supply of the proxy forms, prepared by the Secretary pursuant to
Rule 204.1, available to Co-Owners at the Reception Desk; and

d.

take custody of the original Minutes of each Meeting of the Council and
store them as required by RULE 218.2.

ADOPTED BY THE BOARD JULY 26, 2018
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SECTION 230 – THE BOARD OF DIRECTORS (THE BOARD)
POLICY
231

Duties. The Board administers the affairs of the Council and arranges for the
management of Alexandria House.
231.1 Co-Owners accepting election to the Board accept the duty to attend its
regular and Special Meetings, to participate effectively in its functions, and to
be conversant with the Governing Documents.
231.2 In voting for, or consenting to, the adoption of a resolution, Directors accept
personal responsibility for the resolution’s language.

232

Relations with Co-Owners. The Board conducts the Council’s business on behalf
of the Co-Owners.
232.1 Meetings of the Board are open to Co-Owners.
232.2 The Board needs and solicits timely suggestions and expressions of concern
from Co-Owners, other Residents, and mortgagees.

233

Relations with Co-Owners of Commercial Apartment–A. The Board has the same
relationship with the Co-Owners of Commercial Apartment–A as it has with the
Co-Owners of Residential Apartments, communicating with them directly, or
through Staff or Committees as MAY be appropriate in any particular case.

RULES
234

Open Meetings. All Meetings of the Board SHALL be open to all Co-Owners and
Residents.
234.1 A Meeting may be closed only upon affirmative vote in open session to
assemble in Executive Session for one or more of the following purposes:
a. to consider personnel matters;
b. to consult with legal counsel;
c. to consider contracts, pending litigation, or matters involving violations of
the Governing Documents; and
d. to consider the personal liability of a Co-Owner.
234.1.1

The motion shall state the specific purpose for the Executive
Session, and shall be recorded in the Minutes.

234.1.2

The Board shall restrict its deliberations in Executive Session to
matters specifically stated in the motion.
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After any Executive Session, the Board shall reconvene in open
session and vote on any action taken in the Executive Session,
whose substance shall be reasonably identified in the open
session and in the Minutes. No such action shall take effect
unless this is done.

Notice. The Secretary SHALL cause notice of the date, time, and place of each
Meeting of the Board to be posted on bulletin boards in the mail room, elevators, and
garage lobbies.
235.1 Notice of any Special or Emergency Meeting shall be posted
contemporaneously with the notice provided to Directors.

236

Documents. At least one copy of all documents furnished to Directors, except for
those to be used only in Executive Session, SHALL be made available for inspection
by Co-Owners at the same time as the documents are distributed to Directors.

237

Minutes. The Minutes of any Meeting of the Board SHALL include its date, the time
convened and the time adjourned, the names of all Directors present, the names and
positions of any visitors introduced, the names of, and topics raised by, any CoOwners or others recognized for comments; and all motions (unless withdrawn),
points of order, and appeals, with the disposition of each.
237.1 Motions, whether explicit or implicit, shall be recorded in terms of the specific
actions proposed (e.g., to receive, note, accept, approve, adopt, order, resolve,
reaffirm, rescind, commend, censure, postpone, elect, request). Anyone
wishing his/her comments to be made of record may submit them in writing to
the Secretary for inclusion in the Minutes.
237.2 The Secretary shall authenticate the Minutes of each meeting of the Board and
cause them to be posted where they can be read by Co-Owners sufficiently in
advance of the next Regular Meeting to enable Co-Owners to comment upon
them prior to the Board’s taking action on a resolution to approve them.
237.3 The original Minutes of all Board Meetings, together with such related
documents as the Secretary may select, shall be filed in chronological order
and preserved indefinitely in a secure location under the control of the
Secretary and in the physical custody of the Building Director.
237.4 Subject to the availability of budgeted funds, the Secretary may retain the
services of a stenographer to assist in preparing the Minutes.

238

Speaking. No person SHALL speak at any meeting of the Board until recognized by
the chair, except to seek such recognition.
238.1 Any person so recognized shall address all of his/her remarks, including
questions and answers to questions, to the Chairperson.
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Organizational Meeting. The first Meeting of the Board following an Annual Meeting
of the Council, at which Directors are newly elected, is subject to all provisions of
RULE 225, including requirements for notice and open meetings, except as provided
below.
239.1 The Meeting shall be held within ten (10) days after the Annual Meeting of
the Council.
239.2 Notice of the Meeting shall be posted within one hour of its time and place
fixed by the continuing and newly elected Directors.
239.2.1
If the continuing and newly elected Directors fix the time and
place before the Annual Meeting of the Council is adjourned, they
shall so advise the presiding officer, who shall announce the time and
place, and no further notice shall be required.
239.2.2
No business other than the election of Officers shall be
transacted.

240

Regular Meetings. Regular Meetings SHALL be held at times and places determined
by the Board in a formal resolution, recorded in the Minutes.
240.1 The Secretary shall prepare the agenda for each Regular Meeting, specifically
listing all items of business proposed by Directors.
240.1.1
He/She shall deliver the agenda to the Building Director no
later than noon of the Friday preceding the Meeting for Distribution in
accordance with REGULATION 233.d.
240.2 Consideration of documents received subsequent to the distribution required
by REGULATION 233.d and which Directors have not had an opportunity to
read, shall be carried over to the next Regular Meeting of the Board, unless
this Rule is waived by the Board.
240.3 If any Director fails to be present when a Regular Meeting is called to order
for two successive Regular Meetings or for any three Regular Meetings in a
Fiscal Year for which he/she was elected, the President shall place before the
Board a resolution requesting that Director's resignation.
240.4 Chairpersons and members of Committees are strongly encouraged to attend
Regular Meetings, especially those Meetings at which matters within their
Committee’s responsibility are to be considered, so that the Chair may call
upon them for information and so that they may be informed of the Board's
concerns.
240.5 The order of business of a Regular Meeting SHALL be –
a.

Introduction of Visitors;

b.

Comments by Co-Owners and other Residents;

c.

Approval of Minutes;
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d.

Consideration of Reports and other Communications;

e.

Unfinished Business;

f.

New Business;

g.

Closing Remarks by Co-Owners and other Residents;

h.

Motion to Convene in Executive Session, if necessary;

i.

(upon reconvening in open session) Any Motions Agreed to in Executive
Session; and

j.

Adjournment.

240.6 Absent the objection of any Director, the Board may take decisions by
general, or unanimous, or silent, consent.
240.7 A period shall be set aside at the opening of each Regular Meeting, during
which any Resident who wishes to be heard may speak briefly.
240.8 Immediately prior to adjournment of a Regular Meeting, or immediately prior
to the Executive Session of such a Meeting if there is to be one, any CoOwner or other Resident wishing to speak briefly on a topic previously
considered at that Meeting shall be recognized for that purpose.
240.9 Only Directors shall be recognized for the purpose of debating matters before
the Board.
240.10 The President may recognize any person in attendance for the specific purpose
of providing information requested by the President. The remarks of any
person so recognized shall be addressed to the President.
240.10.1
It shall be out of order for that person to hold the floor
longer than necessary to provide the requested information, to
engage in a colloquy with any other person or, after having
relinquished the floor, to speak without again being recognized
by the President.
241

Special or Emergency Meetings. A Special Meeting MAY be called by the President
on 48 hours’ notice to each Director; an Emergency Meeting may be called by the
President in accordance with the circumstances to be considered.
241.1 A Special Meeting shall be called by the President or the Secretary on the
written request of at least two Directors.

242

Officers. Officers SHALL be elected by the Directors from among the members of
the Board; their duties and responsibilities SHALL be as follows:
242.1 The President shall –
a.

be the chief executive officer of the Council;

b.

preside at all meetings of the Council and of the Board;
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c.

have all of the general powers and duties that are usually vested in the office
of President of a property owners’ association, including but not limited to the
power to appoint Committees from among the Co-Owners and Residents as
he/she may in his/her discretion deem appropriate to assist in the conduct of
the affairs of the Council;

d.

have the authority, at his/her discretion, to retain legal counsel and to commit
the Council to pay the counsel’s fees and disbursements. In the event that the
President deems it necessary to engage counsel, he/she shall notify the other
Directors promptly, informing them of the reasons for taking such action; and

e.

be the Council’s sole official point of contact with the Building Director and
the Management Agent.
242.1.1Except as provided in RULE 232.4.1, no other Director may
direct or admonish the Building Director, the Management
Agent, or any member of the Staff or any of the Management
Agent’s employees.
242.1.2Any Director may communicate informally and unofficially
with the Building Director and members of the Staff, and with
the Management Agent and its employees.

242.2 The Vice President shall take the place of the President and perform his/her
duties whenever the President shall be absent or unable to act.
242.2.1If neither the President nor the Vice President is able to act, the
Board shall appoint some other Director to act on an interim
basis.
242.3 The Secretary shall –
a.

keep the Minutes of all Meetings of the Board and the Minutes of all Meetings
of the Council;

b.

have charge of such books and papers as the Board may direct; and

c.

in general, perform all the duties incident to the office of Secretary.

242.4 The Treasurer is responsible for overseeing –
a.

the Council’s funds and securities;

b.

the deposits of all monies and other valuable effects in the name, and to the
credit, of the Council in such depositories as may from time-to-time be
designated by the Board;

c.

the Management Agent’s meeting of the Council’s financial obligations in a
timely manner; and

d.

the Management Agent’s keeping of full and accurate accounts of all receipts
and disbursements in books belonging to the Council.
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242.4.1Within the scope of his/her responsibility, the Treasurer is
authorized to communicate officially with the Management
Agent and the Building Director.
REGULATIONS
243

Duties of the Building Director. The Building Director SHALL –
a.

attend all Regular Meetings of the Board. If he/she cannot for any reason
attend a Regular Meeting, he/she shall be represented at the Meeting by the
Engineer or another member of the Staff;

b.

provide or arrange for such support of the Board as the President may direct
(e.g., reproduction and distribution of documents, correspondence,
investigations, and recommendations);

c.

submit a written report to the Board each month attaching thereto a copy of
each complaint received;

d.
243.2 Duties of the Management Agent. The Management Agent SHALL
a.

Create the Board Package for use at the meeting including a Management
Agent report where concerns are identified and recommended actions
proposed for Board review.

b.

on Friday preceding a Regular Meeting of the Board, distribute to all
Directors those documents which are to be considered at the Meeting; and

c.

concurrently with their distribution to the Directors, place copies of all
documents to be considered at the approaching Regular Meeting at the
Reception Desk where they shall be available for inspection by Co-Owners no
later than when copies are distributed to Directors.

ADOPTED BY THE BOARD JANUARY 24, 2018
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SECTION 250 – MANAGEMENT
POLICY
251

Management of Alexandria House is performed by the Building Director and the
Management Agent.
251.1 The Building Director serves as the Board’s agent for all matters not assigned
by contract to the Management Agent.
251.2 The Management Agent serves as the Board’s agent for all matters covered by
its contract.

252

No Self-Management. The Board does not undertake self-management. Instead, it
relies completely on the Building Director and the Management Agent to execute and
enforce the provisions of the Governing Documents.

RULES
253

Evaluation of the Building Director. Annually, on or about November 1, the President
SHALL prepare a written evaluation of his/her performance.
253.1 The President shall submit this evaluation to the Board, together with his/her
recommendations for action.
253.2 The President shall review the evaluation with the Building Director, and
counsel him/her on his/her performance.

254

Evaluation of the Management Agent. Annually on or about September 1, the
President SHALL prepare a written evaluation of the Management Agent’s
performance with respect to the terms of its contract.
254.1 The President shall submit this evaluation to the Board, together with his/her
recommendation for action.
254.2 The President shall review this evaluation with a responsible executive of the
Management Agent, and advise him/her on his/her firm’s performance.

REGULATIONS
255

256

The Building Director’s Qualifications. The Building Director SHALL be –
a.

the senior member, and supervisor, of the Alexandria House Staff; and

b.

the single point-of-contact between the Council and its Management Agent.

The Building Director’s Duties. As the Board’s agent, the Building Director is
responsible for:
a.

operation and maintenance of the Property;

b.

safety and security provided to Residents by the Council; and

c.

services and amenities provided to Residents by the Council.
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256.1 The Building Director shall advise the President of potential problems and
opportunities and shall keep the Board informed of problems, resources, and
other developments of current interest to property management professionals
that may have applications to the Council’s affairs.
257

The Management Agent’s Qualifications. The Management Agent SHALL be a
licensed management firm under contract with the Council.

258

The Management Agent’s Duties. As the Board’s agent, the Management Agent
SHALL –
a. disburse payments from the Council’s funds for operations and for budgeted,
approved, or emergency expenditures;
b. collect Co-Owner Assessments and other revenues that may be due the
Council;
c. deposit all funds collected into a federally insured account in a bank of the
Management Agent’s choice, established in the Council’s name by the
Management Agent as custodian for the Council;
d. establish the Council’s reserve fund accounts in an insured institution, and
maintainer serve funds at levels prescribed by the Board;
e. prepare financial reports on a monthly basis;
f. prepare annually a draft operating budget and reserve;
g. prepare annually a recommended Five-Year Capital Replacement Program;
h. maintain the Council’s books, accounts, and other records, and issue
certifications to owners and their mortgagees and individuals holding a lien(s);
i. cooperate with the Council’s auditor in the preparation of an independent
financial statement or audit and in the preparation and filing of any tax returns
required to be filed by the Council;
j. assist the Board in procuring such insurance coverage as the Board may find
necessary;
k. assist the Board in providing for maintenance of the Property;
l. provide, at cost, 24-hour emergency answering service and response for
emergencies;
m. execute and file in a timely manner all applicable tax returns and other
instruments;
n. maintain a set of books and records generated during the term of its contract
with the Council and inherited from earlier periods;
o. prepare and timely provide Resale Certificates consistent with the Governing
Documents; and
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p. assist the Building Director in finding suitable contractors for necessary work,
and in evaluating their proposals.
259

Additional Duties of the Management Agent. In addition to the foregoing routine
duties, listed above –At the President’s request, the Management Agent shall be
represented at meetings of the Council, Board, or Committees.
259.2 All personnel work for the Management Agent. As such, the Management
Agent shall evaluate staffing levels and hire the appropriately skilled
personnel to satisfy the Board’s requirements as per our contract.

ADOPTED BY THE BOARD JANUARY 24, 2018
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SECTION 260 - THE STAFF
POLICY
261

Employment. The Council employs such persons as MAY be needed to provide the
services for Alexandria House Co-Owners and Residents as required by
REGULATION.
261.1 The Council is an equal opportunity employer.

262

Required of Staff. The Council requires members of the Staff to perform their duties
effectively and to exhibit a courteous manner and a helpful attitude toward CoOwners and Tenants, together with their family members, guests, and other invitees.

263

Expected of Residents. Co-Owners, Tenants, and their family members, guests, and
other invitees are expected to observe the same courtesy toward members of the Staff
as the Council requires the Staff to exhibit toward them.

264

Compensation. The level and structure of Staff compensation SHALL reflect
competitive employment practices and the value to the Council of Staff members’
services.

265

Gratuities. The Council compensates members of the Staff for the performance of
their duties; it does not expect that Staff members SHALL receive gratuities for such
performance except at the “Annual Distribution to Staff.”

266

Off-Duty Employment. Members of the Staff MAY be employed during their off-duty
hours by individual Co-Owners or Tenants.

RULES
267

Insurance Benefits. The Board shall negotiate with the Management Agent the health
and life insurance benefits to be received by members of the Staff.

268

Supervision. The Staff is supervised exclusively by the Building Director.
268.1 The Building Director reports to the President.
268.2 No Co-Owner or Resident shall direct or admonish the Building Director or
any other member of the Staff.

269

Praise or Reprimand. Co-Owners and Residents are encouraged to advise the
President or the Building Director of any member of the Staff whose performance
merits praise or reprimand.

270

Abuse or Discourtesy. Members of the Staff are encouraged to notify the Building
Director of abuse or discourtesy on the part of Co-Owners and Residents, or attempts
to divert them from carrying out their assigned duties.

REGULATIONS
271

The Building Director’s Responsibilities. The Building Director SHALL be
responsible for–
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a.

the efficient, effective, and economical operation of the Staff; planning the
Staff’s work, organizing its members to do that work, and overseeing its
execution; evaluating Staff members’ performance of their duties; and
training, hiring, disciplining, and firing staff;

b.

maintaining safe, secure, and sanitary conditions in the Common Elements;
sustaining and, as necessary; enhancing the Residents’ quality of life;

c.

ensuring that the Council fulfills all its obligations in a timely manner;
promptly notifying the President and the Board when he/she fails to do so;

d.

ensuring that Co-Owners and Residents meet their obligations to the Council
in a timely manner; promptly notifying the President and the Board when they
fail to do so;

e.

dealing with Residents to resolve problems involving the administration of
Alexandria House and the operation of the Common Elements; bringing those
problems to the attention of the President and Board, as necessary;

f.

dealing with the Management Agent to ensure that the work prescribed by the
management contract to be done by the Management Agent is, in fact,
accomplished in an efficient, economical, and timely manner; reporting any
problems in this regard promptly to the President and the Board;

g.

knowing and supporting the Policies of the Board, set forth in the Reference
Manual; and

h.

knowing the RULES set forth in the Reference Manual, and monitoring the
Residents’ compliance with those RULES and, where possible, resolving
discrepancies; promptly reporting any problems in this regard to the President
and the Board.

The Building Director’s Duties. The Building Director SHALL –
a.

schedule and monitor the work of contractors performing routine maintenance
services for the Council and take such action as may be needed to ensure
compliance with the Governing Documents;

b.

be on duty or on call at all times unless he/she has designated a member of the
Staff to act for him/her;

c.

keep the Receptionist and the President advised at all times of a telephone
number where he/she or a designated alternate can be contacted;

d.

post on the door of his/her office –
i. the hours during which he/she can regularly be found in his/her office or
working on the premises;
ii. the name of any Staff member he/she may have designated to act for
him/her in his/her absence; and
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272.2 a notice that either he/she or a designated alternate can be reached in an
emergency by either the Receptionist or the President.
273

274

Facility Management Staff –
a.

are appointed and may be removed by the Board;

b.

report to the Building Director; and

c.

has direct charge, under the Building Director, of operating and maintaining
the Common Elements.

The Facility Manager’s Duties. The Facility Manager SHALL –
a.

be on-call for dealing with emergencies occurring outside of normal business
hours on weekdays (Monday through Friday);
i. The term EMERGENCIES is defined as those situations clearly
threatening life or property.
ii. The term ON-CALL is defined as being available within 30 minutes for
dealing with a bona fide emergency.
iii. Resident calls for emergency situations will be made to the lobby
Reception Desk.

b.

on a rotating basis, as prescribed by the Building Director, be on-call for
dealing with emergencies occurring on weekends (Friday evening until
Monday morning);

c.

in coordination with Management, develop an Annual Work Plan;

d.

assist Management in developing the Annual Operating Budget insofar as it
pertains to preserving, maintaining, repairing, modernizing, and improving
Alexandria House property and facilities;

e.

monitor and keep records of utilities consumption by and within Alexandria
House, analyze those records and recommend to Management actions which
will make that consumption more efficient and economical;

f.

respond in a timely way to structural and utilities emergencies, taking
corrective action and, as appropriate, calling upon the Building Director for
qualified outside assistance;

g.

respond to requests for assistance from Residents, making necessary minor
repairs, as authorized by the Board;
i. All resident calls for assistance will be made to the lobby Reception
Desk whether the situation is routine or emergency.
ii. Resident request for non-emergency assistance will be made by filling
out a work order at the lobby Reception Desk.
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iii. Assistance will be rendered, during normal weekday working hours, in
order of receipt of work order request.

275

h.

maintain records of all repairs made by in-house personnel; analyze those
records to identify common problems, and take appropriate action to eliminate
them;

i.

monitor work being done in Apartments by Co-Owners’ contractors and
reporting to the Building Director any violations of the Governing Documents
and other Virginia authorities that may occur; and

j.

perform such other duties as the Building Director may assign.

Performance Evaluation. Annually on or about April 1, the performance of each
member of the Staff SHALL be evaluated with respect to a job description prepared
for that Staff member by the Building Director.
275.1 Such an evaluation shall not be carried out for any Staff member who has
been employed less than three months.
275.2 These performance evaluations shall be reported to the Board and shall be
considered by the Building Director in arriving at decisions on retention,
promotion, and adjustment of pay rate.
275.3 During the performance evaluation process, all Staff members are eligible to
be considered for a bonus.

ADOPTED BY THE BOARD JANUARY 24, 2018
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SECTION 290 – THE COMMITTEES
POLICY
291

Valued Service. The Council depends on, and values, the efforts of individual CoOwners who volunteer to serve on its Committees.

292

Limitations. No Committee or Committee member has authority to direct or approve
any action by any Staff member or Contractor, or to speak for, or take any position in
the name of the Council, except as specifically authorized by the RULES.

RULES
293

294

Standing Committees. The President SHALL appoint volunteers to serve as
Chairpersons of Committees for the –
a.

Aesthetics

b.

Building;

c.

Community Relations;

d.

Finance;

e.

Management;

f.

Safety and Security;

g.

Social Activities; and

h.

Any temporary committees as necessary.

293.1 Chairpersons shall appoint volunteers to serve as members of their respective
Committees.
293.2 Volunteers appointed as a Committee Chairperson shall continue to serve
from year-to-year at the President’s pleasure.
293.3 Volunteers appointed as members of Committees shall continue to serve from
year-to-year at the Chairperson’s pleasure.
293.4 Membership of all Committees shall be composed of Co-Owners and
Residents. All Residents are welcome to attend Committee meetings.
Duties of the Committees. Each standing Committee SHALL advise and assist the
Board in connection with those affairs of the Council with which the Committee is
concerned. In particular, the Committee SHALL –
i. meet regularly and at the call of its Chairperson;
ii. review reports, plans, specifications, solicitations, proposals, and other
documents referred to it by the President or the Building Director, and
recommend actions to be taken upon them by the Board;
iii. recommend to the Board the amounts to be budgeted for outlays
within the Committee's scope;

31

THE ALEXANDRIA HOUSE REFERENCE MANUAL

PART TWO

iv. provide a report, highlighting major activities, to the Council for
distribution before the Council’s Annual Meeting; and
v. investigate and report to the Board on problems within the
Committee’s scope, consulting with the Management Agent, the
Building Director, the Engineer, vendors, and others as appropriate to
develop options and arrive at recommendations.
295

Communication with Management. Any member of a standing Committee is hereby
authorized to communicate informally and unofficially on matters within the
Committee’s scope with the Building Director, or with any member of the Staff or
Board.

296

Subcommittees. A standing Committee MAY form Subcommittees at the discretion of
the Chairperson.

297

Registration / Election Committee. Before each Meeting of the Council, the President
SHALL appoint Co-Owners to Committees to carry out the registration of CoOwners and proxies, and to count ballots.

298

Special Committees. The President SHALL appoint volunteers to other such special
Committees as he/she deems necessary to assist him/her and/or the Board.

REGULATIONS
299

Keeping Informed. The Building Director, assisted by other Staff, SHALL keep
Committee Chairpersons informed of developments within the scope of their
Committees, affording them, insofar as may be practical, an opportunity to review
items to be considered by the Board prior to the meeting at which those items are
addressed.

ADOPTED BY THE BOARD JANUARY 24, 2018
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TAB 300 – FINANCIAL MATTERS
SECTION 300 – RECORDS, AUDITS, AND REPORTS

36

POLICY
301 – Books of Account
302 – Audits
303 – Reports
RULES
304 – The Auditor
REGULATIONS
305 – Duties of the Auditor
306 – Auditor’s Additional Comments
307 – Duties of the Management Agent
308 – Annual Distribution

SECTION 320 – ASSESSMENTS

38

POLICY
321 – Charges
322 – The Annual Assessment
323 – Parking Garage
324 – Electrical Expenses
RULES
325 – The Budget
326 – Application of the Budget
327 – Monthly Condominium Fee
328 – Other Charges
329 – Responsibility for Payment
330– Late Fee Charges
331– Delinquency
332– Challenges
333 – Collection Attorney
REGULATIONS
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334 – Electrical Expenses
335 – Monthly Statement
336 – Delinquency
337 – Challenges
338 – Other Charges

SECTION 350 – BUDGETS, INVESTMENTS, AND FUNDS

42

POLICY
351 – The Operating Budget
352 – The Capital Replacement Budget
353 – Improvements to Real Property
354 – The Employees’ Annual Distribution Fund
RULES
REGULATIONS
355 – Operating Funds
356 – Reserve Funds
357 – The Capital Replacement Budget

SECTION 360 – INSURANCE

43

POLICY
361 – Coverage
362 – Co-Owners’ Obligations
RULES
363 – Casualty Insurance Coverage of the Property
364 – Criteria
365 – Insurance Not Available
366 – Other Insurance
367 – Changes in Coverage
368 – Auditor’s Determination
369 – Co-Owners’ Liability Insurance
370 – Co-Owners’ Other Insurance
371 – Insurance Trustee
REGULATIONS
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SECTION 300 – RECORDS, AUDITS, AND REPORTS
POLICY
301

Books of Account. The Council maintains a comprehensive system of financial
Records.

302

Audits. The Council’s financial Records are audited annually.

303

Reports. The Council releases the Audited Financial Statement annually.

RULES
304

The Auditor. The Board SHALL appoint and retain a professional accounting firm as
Auditor.

REGULATIONS
305

Duties of the Auditor. The Auditor SHALL determine whether –
a.

the Council’s annual financial statement accurately represents the Council’s
finances; and

b.

the Council’s insurance coverage conforms to the requirements of Section
XIII of the Master Deed.

306

Auditor’s Additional Comments. Any comments of the Auditor, other than the reports
on financial statements and insurance coverage, are working papers for consideration
by the Board in Executive Session; as such, they SHALL receive no further
dissemination, unless and until they are approved and released by the Board.

307

Duties of the Management Agent. The Management Agent SHALL –
a.

maintain suitable books of account for the Council, including a general ledger,
a fixed asset ledger, and journals of cash receipts, disbursements, and other
transactions;

b.

prepare a financial statement each month, including at least –
i. a balance sheet;
ii. statements of revenue and expense, cash receipts and disbursements,
amounts payable and receivable, and general ledger entries; and
iii. monthly and year-to-date summaries of revenues, expenses, and budget
deviations.

c.
308

deliver all such statements to the General Manager for distribution.

Annual Distribution. Copies of each year’s Auditor’s Report and Audited Financial
Statement, and any comments of the President and/or the Treasurer, SHALL be
announced at the Annual Meeting and distributed to Co-Owners and to any others, as
the Board may direct.
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SECTION 320 – ASSESSMENTS
POLICY
321

322

Charges. The Council is entitled to, and requires, the timely payment of all charges
properly assessed against an Apartment. These include –
a.

the Apartment’s allocated share of the Council’s Annual Assessment to meet
the common expenses of Alexandria House, including insurance premiums,
the costs of operating, maintaining, replacing, modernizing, and improving the
Common Elements, and payments to reserve accounts;

b.

any Other Charges that may be assessed against the Apartment; and

c.

any accumulated Late Fee Charges assessed on account of delinquency in
payment of assessed charges.

The Annual Assessment. In arriving at its Annual Assessment, the Council seeks to –
a.

fulfill the reasonable expectations of Residents as to the quality of life in
Alexandria House;

b.

maintain operating and replacement reserves levels equal to, or greater than,
those required by the By-Laws and Virginia law;

c.

provide for the discharge of all obligations of the Council, including
adjustments of Staff compensation;

d.

preserve and enhance the Co-Owners' investment in Alexandria House; and

e.

provide for operation, maintenance, repair, replacement, modernization, and
improvement of the Property as necessary, appropriate, or desirable.

323

Parking Garage. Annually, the Council assesses requirements and attributes a
calculated percentage of the total cost of operating and maintaining Alexandria House
to ensure the safe operation and proper maintenance of the parking garage.

324

Electrical Expenses. The Council WILL apportion electrical expenses across all Coowners based upon ownership share unless there is a sub-metering system for
measuring the amount of electricity actually used in each residential Apartment.

RULES
325

The Budget. Prior to each Annual Meeting of the Council, the Board SHALL propose
an Operating Budget (the Budget) for the ensuing Fiscal Year. Among other items,
the Budget shall provide for –
a.

maintaining reserves in accordance with the Master Deed and Property
Maintenance Agreement; and

b.

paying the Assessments for the 22 single parking spaces and the one tandem
parking space that belong to the Council.
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326

Application of the Budget. The Board's proposed Annual Budget, if approved by the
Council, or such other Budget as the Council may adopt, SHALL be the basis of the
Annual Assessment and the Council's principal financial control during the Fiscal
Year for which adopted.

327

Monthly Condominium Fee. The Annual Assessment SHALL be divided equally
among the twelve (12) months of the Fiscal Year. Each Apartment’s proportionate
share of those increments, together with the fee for its assigned garage space(s) and
the variable charges for electricity consumed during the preceding month by the
Apartment and its proportionate share of the common electrical expense, SHALL
constitute that Apartment’s Monthly Condominium Fee.
327.1 The Monthly Condominium Fee is due and payable on the first day of each
month.

328

Other Charges. Charges SHALL be assessed upon an Apartment for any services
rendered, supplies furnished, or other expenses incurred by that Apartment, or on its
behalf.
328.1 “Other Charges” are due and payable on demand.

329

Responsibility for Payment. Payment of Condominium Fees and Other Charges due
on an Apartment's account is the responsibility of its Co-Owner. The Council SHALL
NOT attempt to collect them from any other person.

330

Late Fee Charges. In compliance with a new late fee provision in the Virginia
Condominium Act that became effective on July 1, 2013, the Board established the
amount of five percent (5%) to be assessed as a Late Fee Charge against an
Apartment because of the responsible Co-Owner’s failure to pay Condominium Fees,
or Other Charges, pursuant to REGULATION 336.

331

Delinquency. An Apartment's account SHALL be considered delinquent if, at the end
of the tenth day of any month, there remains unpaid any amount due on the first day
of that month, in excess of $0.99.

332

Challenges. A Co-Owner who has paid all charges in full – And thus is not delinquent
– MAY file with the Management Agent, though the General Manager, a challenge to
any item that he/she believes was erroneously assessed upon his/her Apartment.
332.1 If the issue cannot be resolved between the Co-Owner and the Management
Agent, the General Manager shall refer it to the Board, whose decision – After
giving the Co-Owner an opportunity to be heard – shall be final.

333

Collection Attorney. The Board MAY appoint and retain an attorney, or law firm, as
the Collection Attorney.

REGULATIONS
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334

Electrical Expenses. It there is a sub-metering system in place, each Apartment
SHALL be assessed the cost of the electricity sub metered to that Apartment and its
proportionate share of the common electrical expense. Otherwise electricity expenses
will be apportioned across all Co-owners based upon ownership share.

335

Monthly Statement. Prior to the first day of each month, the Management Agent
SHALL deliver to the Co-Owner of each Apartment a statement of the amount due on
that Apartment's account as of the first day of the month.
335.1 The statement shall comply with Virginia’s billing requirements for electricity
sub metered to Apartments.
335.2 At the written request of a non-resident Co-Owner, the Management Agent
shall send copies of his/her monthly statements and other bills to a Tenant or a
designated rental agent. This is done as a courtesy to the Co-Owner, and on
the explicit understanding that the Co-Owner is in no way thereby relieved of
his/her responsibility under RULE 329 Responsibility for Payment.
335.2.1The costs of any postage used for this purpose shall be assessed
against the Co-Owner’s Apartment as “Other Charges.”

336

Delinquency. An Apartment’s account that is not paid within sixty (60) days after the
due date is delinquent and the Management Agent SHALL assess a “Late Fee
Charge” against that Apartment.
336.1 The Management Agent shall send to the Co-Owner of any Apartment whose
account is delinquent sixty (60) days a notice of the amount due, including the
late Charge assessed pursuant to RULE 330 – Late Fee Charges.
336.2 Between the fifteenth day and the last business day of each month, the
Management Agent shall refer to the Council’s Collection Attorney for
appropriate action all Apartments with a delinquency exceeding $100, or
which have been delinquent more than twice in any consecutive twelve-month
period, while owned by the same Co-Owner. A reasonable fee may be charged
for this purpose.
336.2.1A delinquent Apartment may be referred to the Collection
Attorney earlier than the time prescribed by this
REGULATION, if a sale of the Apartment is imminent, or if
priority over creditors must be asserted for other reasons.
336.3 The Collection Attorney shall expeditiously file a Memorandum of Lien
pursuant to the condominium instruments and the Virginia Condominium Act,
as appropriate, on each Apartment referred to him/her.
336.4 The Management Agent shall assess as Other Charges all attorneys’ fees and
other costs resulting from a delinquency, against the Apartment whose
account is delinquent.
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336.5 A delinquent Co-Owner may at any point interrupt the collection process by
paying the full amount due, including all Late Charges already incurred. No
payment of less than the full amount due shall prevent the process from
continuing.
337

Challenges. The Management Agent SHALL promptly investigate any challenge by a
non-delinquent Co-Owner to any item that he/she believes was erroneously assessed,
make such adjustment as may be appropriate, and explain its finding and action to the
Co-Owner and to the General Manager.
337.1 The Management Agent shall refer to the Board any unresolved dispute
arising out of challenge under RULE 332 – Challenges.

338

Other Charges. The General Manager SHALL bill an Apartment for any services
rendered, supplies furnished, or other expenses incurred on the Apartment’s account,
on the day such services are rendered, supplies furnished, or expenses incurred.
338.1 The amount billed shall be due and payable to the General Manager on the
first day of the first month that begins more than five days after the bill is
rendered.
338.2 Any such bill not paid within 60 days of its falling due shall be referred to the
Management Agent for inclusion as Other Charges in the Apartment’s next
monthly statement. A reasonable charge for this service may be added to the
bill as Other Charges.

ADOPTED BY THE BOARD JANUARY 24, 2018
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SECTION 350 – BUDGETS, INVESTMENTS, AND FUNDS
POLICY
351

The Operating Budget (The Budget) is funded by the Annual Assessment of the CoOwners, and includes provisions for –
a.

the operation, maintenance, repair, replacement, modernization, and
improvement of the Council’s Personal Property;

b.

the operation, maintenance, and repair of the Council’s Real Property; and

c.

a contribution to the Replacement Reserve Fund.

352

The Capital Replacement Budget is funded by the Replacement Reserve Fund, and
SHALL include current provisions for the replacement and modernization of the
Council’s Real Property, based upon the most recent Replacement Reserve Study.

353

Improvements to Real Property are funded, as necessary, by Special Assessments of
the Co-Owners.

354

The Employees’ Annual Distribution Fund is maintained as a vehicle for distributing
gratuities to the Staff on behalf of the Residents as a whole, in accordance with
POLICY 265-Gratuities.

RULES
REGULATIONS
355

Operating Funds. The Council’s operating funds SHALL be held by the Management
Agent in a segregated, federally insured account with a bank.

356

Reserve Funds. The Council’s reserve funds SHALL be invested, with the Board’s
approval, by the Treasurer in an account with an insured institution.

357

The Capital Replacement Budget SHALL be prepared in draft by the Management
Agent, and submitted through the Finance Committee and Building Committee to the
Board.

ADOPTED BY THE BOARD JANUARY 12, 2017
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SECTION 360 – INSURANCE
POLICY
361

Coverage. The Council maintains insurance coverage that meets or exceeds the
standards set by Article XIII of the Master Deed.

362

Co-Owners’ Obligations. The Council expects Co-Owners to meet the obligations
imposed upon them by Article XIII of the Master Deed and Article VII, Section 8 of
the By-Laws.

RULES
363

Casualty Insurance Coverage of the Property. The Board SHALL maintain insurance
of the Property against loss by fire and other perils to its full insurable replacement
value.
363.1 The Board shall, at intervals no greater than five (5) years, appoint and retain
a licensed appraiser to determine the replacement value of the Property.
363.2 Between such appraisals, the Board may rely on the market value of the
Apartments, exclusive of land, as determined by the City of Alexandria’s most
recent assessments.

364

Criteria. Any policy of property insurance purchased by the Council SHALL bind the
insurer–
a.

to pay up to the face amount of the insurance provided, without requiring
coinsurance;

b.

to address claims on the basis of replacement cost; and

c.

in general, to meet the requirements of Article XIII of the Master Deed.

365

Insurance Not Available. Should insurance meeting the Master Deed’s standards and
criteria established by Rule not be commercially available, the Board SHALL obtain
coverage which conforms as closely as possible to those standards and criteria.

366

Other Insurance. Each year the Board SHALL establish the amount of insurance
reasonably necessary to protect the Council’s interests in each of the following
categories:
a.

Personal Property.

b.

Business use of Staff Members’ Private Automobiles.

c.

Interruption of Business.

d.

Employee Dishonesty.

e.

Officers and Directors Liability.

f.

Excess Liability.

g.

Workers' Compensation.
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367

Changes in Coverage. The Secretary SHALL notify each Co-Owner in writing of any
change in the Council’s insurance coverage prior to the first Regular Meeting of the
Board following such a change.

368

Auditor’s Determination. The Treasurer SHALL discuss, in his/her annual report to
the Council, the most recent determination by the Auditor with respect to the
Council’s insurance coverage, citing any deficiencies noted and whatever remedial
actions may be needed or is underway.

369

Co-Owners’ Liability Insurance. Each Co-Owner SHALL obtain comprehensive
liability insurance to cover damages to others caused by any fault of the Co-Owner,
person, or pet for which he/she is responsible.

370

Co-Owners’ Other Insurance. Co-Owners SHALL be responsible for obtaining such
insurance on their Apartments, on the contents thereof, and on property stored
elsewhere in Alexandria House, and on such additional personal liability insurance, as
they may require.
370.1 The insurance shall meet or exceed the limits of liability specified by the
Board for the current Fiscal Year.
370.2 Each Co-Owner shall file with the General Manager a copy of any individual
policy of insurance on his/her Apartment, its contents, or property stored
elsewhere in Alexandria House, within thirty (30) days after its purchase or
any material change in its coverage.
370.3 Each Co-Owner shall notify the General Manager of any improvements made
by him/her to his/her Apartment, having a value in excess of one thousand
dollars ($1,000).

371

Insurance Trustee. By executing a contract between the Council and a Virginia bank
or trust company, the Board SHALL appoint and retain that firm as Insurance Trustee
to perform the functions delineated in Article XIII, Section D and Article XX, Section
A of the Master Deed.
371.1 If no such institution can be found which is willing to enter into such a
contract, the Council shall undertake to perform those functions itself.

REGULATIONS
372

Claims. The General Manager SHALL prepare and administer all claims of loss
covered by any insurance policy of the Council.
372.1 Before filing any claim under the Council's insurance coverage, the General
Manager shall inform the President of his/her intent to do so.

373

Assistance. The General Manager SHALL advise Co-Owners and Tenants suffering
losses that appear to be covered by any insurance policy of the Council, as to whether
a claim may be asserted under that insurance policy.
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373.1 In any case where a claim may be asserted under any of the Council’s
insurance policies, the General Manager shall act expeditiously and
aggressively assist the Co-Owner, or Tenant, in documenting his/her claim,
affecting the necessary repairs, and securing prompt payment of approved
invoices.
ADOPTED BY THE BOARD NOVEMBER 7, 2013
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SECTION 400 – OPERATION AND MAINTENANCE
POLICY
401

Common Elements. The Council WILL maintain the Common Elements in good
condition, clean, and free of impediments to their enjoyment or proper use, and
operate them in such a manner as to ensure reliable, high-quality service to the
Residents.

402

Routine Maintenance and Emergency Repairs. Recognizing a common interest in
providing certain routine and emergency repairs within individual Apartments, the
Council performs such maintenance and repairs at common expense.

403

Other Minor Maintenance. To the extent of the Staff’s capabilities, the Council
provides minor maintenance and repairs to Co-Owners and Tenants, for reasonable
fees.

404

Conservation. Residents, Staff members, and contractors are expected to use electric
energy, water, and other resources in such a manner as to hold the common expenses
to a minimum.

RULES
405

Access to Apartments. Each Co-Owner or Tenant SHALL provide the General
Manager with duplicates of every key required to gain entry to his/her Apartment.
405.1 If entry can only be gained by activating a coded device, he/she shall provide
the necessary codes to the General Manager.
405.2 He/She shall replace or supplement these keys and/or codes whenever a lock
on his/her Apartment is installed or changed.

406

Requests for Service. A Co-Owner or Tenant may request that the Staff make repairs
to his/her Apartment by completing a work order request form, available through
eMaint (or applicable system currently available).
406.1 In an emergency, he/she may call the Front Desk (Phone number: 703-5485002) to obtain immediate assistance. The Front Desk will respond
immediately and then enter the request into the eMaint system.

407

Service for a Fee. Minor maintenance and repairs not provided at common expense
MAY be made available, for a fee, to any Apartment with an account not currently
delinquent.
407.1 Any Co-Owner or Tenant receiving services for a fee shall hold the Council,
its agents, or staff harmless of any and all damages associated with entrance to
his/her Apartment or performance of the requested work.

408

Schedule of Services, Amenities, Fees, Deposits, and Charges.
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The Board SHALL direct the Building Director to maintain and make available a
schedule of services and amenities provided by the Council to Co-Owners and
Tenants, together with the fees, deposits, and charges that SHALL be collected.
409

Shutdown of Service. Any Apartment for which a utility must be shut down SHALL
be charged a fee established by the Board.

410

Electricity Sub-Metering System.
Deleted 24 Jan 2018 by direction of the Board

411

Swimming Pool. The Board SHALL contract with a licensed pool management firm
to operate and maintain the swimming pool and to provide a qualified lifeguard
during those times when the pool is opened for use by Residents.

REGULATIONS
412

Inspections. A comprehensive inspection of the Property SHALL be performed every
five (5) years by a licensed appraiser. Annual inspections of the Property SHALL be
performed by the Engineer and the Assistant Engineer.
412.1 The General Manager shall provide the Board with copies of the licensed
appraiser’s Property inspection report.
412.2 That report shall cover the following items and provide specific
recommendations for action, as appropriate:

413

a.

Condition of Structural Elements;

b.

Condition of the Garages and other Driving Surfaces;

c.

Condition of Grounds;

d.

Condition of Mechanical and Electrical Equipment;

e.

Condition of Lobbies, Passageways, Balconies, and other Common Elements;

f.

Adequacy of Preventive Maintenance;

g.

Fire Hazards, Safety, and Security; and

h.

Specific Problems of Operation and/or Maintenance.

Annual Replacement Reserve Plan. Prior to the development of the Operating
Budget, an Annual Replacement Reserve Plan for maintaining the building during the
coming year SHALL be prepared by the Finance Committee, in coordination with the
General Manager, the Building Maintenance Technician, the Building Committee,
and the Management Agent, and then submitted to the Board for approval.
413.1 The plan shall recommend the schedule of all regular maintenance to be
performed during the ensuing five Fiscal Years, together with the estimated
costs of materials, parts, and equipment replacements that should be provided
for in the Budget for each year.
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413.2 The Replacement Reserve Plan, as approved by the Board, shall be executed
by the Engineer, employing in-house Staff and contractors, as necessary and
approved by the General Manager.
413.3 The General Manager shall keep the Board currently informed about progress
being made in carrying out the Replacement Reserve Plan.
414

Damage to an Apartment. Any failure of a Common Element resulting in damage to
an Apartment (e.g., seepage of water through floor slabs) SHALL be repaired, or
otherwise corrected, at common expense.
414.1 If the failure of the Common Element is caused by a failure or condition in
another Apartment, that Apartment may be entered by Management, and the
failure or condition corrected.
414.2 Any damage to an Apartment, or its contents, caused by failure of a Common
Element shall be repaired at common expense.

415

Care of Plants. The General Manager SHALL ensure that interior and exterior plants
are maintained and replaced as necessary, to provide and maintain a pleasant
environment in the lobbies, passageways, and on the grounds.
415.1 The General Manager shall ensure that the plants on grounds adjacent to the
buildings, and those in the park east of Royal Street, are watered regularly
throughout the growing season and as long thereafter as is prudent.

416

Interruption of Service. The General Manager is authorized to order a shutdown of
any service (e.g., water, power, cooling, and ventilation) provided to Apartments by
the Council, if the shutdown is needed to carry out scheduled or emergency
maintenance, repair, installation, or replacement of one or more Common Elements in
one or more Apartments.
416.1 To the fullest extent possible, service shutdowns performed pursuant to
requests of individual Co-Owners, shall be scheduled to ensure that a single
shutdown accommodates multiple requests.
416.1.1If a single scheduled service shutdown accommodates requests
by the Co-Owners of more than one Apartment, each such
Apartment shall share equally in the fee established by the
Board for a shutdown of that service.
416.2 Except in cases of emergency, Residents of affected Apartments shall be
given notice a week in advance of any scheduled service shutdown to their
Apartments.
416.3 Apartments requiring unscheduled shutdowns shall be billed for the shutdown.
416.4 Damage to an Apartment, or its contents, caused by any service shutdown of a
service shall be repaired by the Council at common expense.

50

THE ALEXANDRIA HOUSE REFERENCE MANUAL

417

PART TWO

Work in Apartments. Work requests SHALL be considered in the order in which they
are received and SHALL be scheduled on the basis of urgency and Staff workload.
417.1 An Apartment in which work is done by Staff, for a fee, shall be billed for the
time spent in quarter-hour increments at the rate currently specified by the
Board, plus the reasonable costs of parts and materials.

418

Conservation. Environmental conditions in the Common Elements SHALL be
maintained at economical levels.
418.1 Consistent with considerations of safety, a low level of illumination shall be
provided in the parking garages, hallways, stairwells, and exterior lighted
areas.

419

Sub-Metering System.
Deleted 24 Jan 2018 by direction of the Board

ADOPTED BY THE BOARD JULY 26, 2018
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SECTION 430 – ADMINISTRATIVE PROCEDURES
RULES
431

The Mortgage Book. Any Co-Owner who gives a deed of trust, or mortgage, on
his/her Apartment SHALL notify the General Manager, giving –
a.

the name and address of the mortgage holder; and

b.

the amount of the debt secured.

REGULATIONS
432

433

Unusual Incidents. The General Manager SHALL keep a log of activities that take
place in and around the Property. He/She SHALL –
a.

record in that log any call for Police, Fire, or Rescue Assistance, any removal
of a car by a towing contractor; any disturbance; any breakdown in heating,
cooling, elevator, water, or other service; or any other unusual incident;

b.

notify the President, orally, within 24 hours of the occurrence of any such
incident; and

c.

make a written report of the incident, if the President so directs.

Correspondence. The General Manager SHALL initiate, follow up, and respond to
general correspondence on the Council's business with Co-Owners, Tenants, vendors,
contractors, government offices, and others. He/She SHALL –
a.

retain files of such correspondence for not less than three (3) years; and

b.

when a contract is renewed, he/she shall screen the correspondence pertaining
to it and discard selected items, subject to the approval of the Secretary.

434

Inventory. The Engineer SHALL maintain a current inventory of personal property
owned by the Council with original value of $300 or more.

435

Apartments. The General Manager SHALL maintain current records for each
Apartment, including at least –
a.

the name of the Co-Owner;

b.

the name of the Tenant, if any;

c.

the Apartment’s telephone number, and the address and telephone number of
the Co-Owner if he/she resides elsewhere;

d.

all information the collection of which is required by Regulation, including:
information on ownership, right of occupancy, insurance, improvements, pets,
parking spaces, storage spaces, vehicle information, and bicycles;

e.

the name and address of any party holding a deed of trust or mortgage on the
Apartment and the amount of the debt secured (These entries shall be
identified as belonging to the Mortgage Book.);
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f.

any exceptional variations granted for the Apartment; and

g.

any bills outstanding against the Apartment not yet referred to the
Management Agent for inclusion as Other Charges in the Apartment’s next
monthly statement.

Resale Certificates. Upon receiving a written request from a selling Co-Owner, the
General Manager SHALL prepare a Resale Certificate for his/her Apartment, in
accordance with applicable Virginia law, and deliver it to that Co-Owner within 10
work days of receiving his/her written request and fee.
436.1 The fee for preparing the certificate shall not exceed $150.
436.2 If the purchaser so requests, the General Manager shall prepare a statement of
material changes since the resale certificate was issued or, if there have been
none, assurance to that effect, and deliver it to the purchaser within ten (10)
days of receiving his/her request and fee.
436.2.1The fee for so doing shall be $25 for copying costs and
Administrative charges.

437

Personnel Administration. The Management Agent SHALL prepare, execute, and file
all forms, reports, and returns required by law in connection with the employment of
personnel, to include those required for unemployment insurance, disability benefits,
and Social Security.

438

Government Orders. The General Manager SHALL take all necessary action to
ensure that the Council complies in a timely manner with all orders, or requirements,
placed on the Property by any federal, state, or municipal authority of competent
jurisdiction, by the Board of Fire Underwriters, or by any similar Virginia legal body.

439

Official Filings. The General Manager SHALL maintain records of all filings with
public agencies on behalf of the Council for the period in which the filings are
effective; a minimum of seven (7) years.
439.1 The General Manager shall screen all filings whenever such a filing is
renewed, and discard selected items, subject to the approval of the Secretary
of the Board.

440

Authorized Expenditures. The General Manager is authorized, without the Board’s
prior approval, to incur expenses not exceeding $5,000 per transaction.
440.1 In “emergencies,” the General Manager is authorized to incur expenses not
exceeding $10,000 in order to remedy hazardous conditions involving
manifest danger to life or property, or to avoid the suspension of any
necessary service to the Property.
440.1.1Prior to incurring any such emergency expense, the General
Manager shall make every reasonable effort to confer with the
Board.
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Records – Where Kept. The Alexandria House Records are the Council’s property;
they SHALL be held at the Council's Office of Record, unless otherwise provided by
REGULATION.
441.1 Records maintained by the Management Agent shall be held at the
Management Agent’s offices, at the disposition of the Board.
441.2 The General Manager shall maintain, at the Council’s Office of Record, a file
containing copies of paid invoices, for inspection by the Treasurer, or a
designated member of the Finance Committee.

442

Access to Records. All Records, except those that MAY be withheld under Virginia
law, SHALL be available for examination and copying by any Co-Owner, or contract
purchaser, of an Apartment during normal business hours and upon reasonable
request.

443

Digital Records. Records MAY be maintained by computer in digital databases.
443.1 When this is done, the Records shall be reasonably secured against
unauthorized alteration or violation of privacy by such means as passwords
and encryption.
443.2 Digital Records shall be backed up regularly and held in safe storage, away
from the computers on which the Records are maintained.

ADOPTED BY THE BOARD NOVEMBER 7, 2013
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SECTION 460 – CONTRACTING
POLICY
461

Authority. Except where authority has been explicitly delegated by the Board,
authority to execute contracts in the name of the Council and to disburse funds to
contractors or vendors is reserved to the Board.

462

Professional Responsibility. Requests for proposals that require preparation of plans
and specifications, and supervision of the ensuing contract’s execution, SHALL be
formulated and performed by persons, or firms, that are professionally responsible for
their successful outcome.

RULES
463

Responsibilities of the Board. Except where responsibility is delegated by RULE,
REGULATION, or Board resolution, the Board SHALL be responsible for –
a.

Preparing Bid Documents and Lists of Bidders;

b.

Evaluating Bids Received;

c.

Selecting Contractors, Vendors, and Consultants;

d.

Determining the Scope of Work and Other Conditions;

e.

Evaluating the Performance of Contractors, Vendors, and Consultants; and

f.

Paying Invoices for Work Satisfactorily Accomplished.

464

Documentation. Except where responsibility is delegated by RULE, REGULATION,
or Board resolution, contract documents SHALL be executed by the President in the
name of the Council and with the approval of the Board.

465

Construction Contracts. Contracts for architectural, engineering, and construction
services SHALL employ the appropriate American Institute of Architects (AIA) form
of agreement.
465.1 An arbitration clause shall be included.
465.2 The Board shall arrange for the professional supervision of such services.

REGULATIONS
466

Routine Procurement. The General Manager SHALL be responsible for routine and
recurring procurement of supplies, maintenance, repairs, and other services, including
–
a.

Cleaning;

b.

Painting and Decorating;

c.

Plumbing;

d.

Electrical Work;
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e.

Carpentry; and

f.

Plastering.

PART TWO

Payment. The Management Agent SHALL make payment in a timely manner on
invoices for goods and services procured by the Council, subject to their satisfactory
delivery and/or performance, except as otherwise provided by Regulation or
resolution of the Board.
467.1 Payment on invoices under contracts approved by the President shall be made
by the General Manager.
467.2 Payment on invoices under contracts executed by the General Manager shall
be made only at the direction of the General Manager.
467.3 No payment judged by the Management Agent to be contrary to the Council’s
interest shall be made, except at the direction of the President.
467.4 The Management Agent shall bring all questionable items promptly to the
attention of the President.

468

Work Log. The General Manager SHALL maintain a log in which every contractor
providing services in or around the Property, under contract with the Council, or an
individual Co-Owner, SHALL sign in and out each day that such services are
provided, showing the –
a.

Title of Contract and/or Name of Contractor's Representative;

b.

Number of Employees on the Job; and

c.

Time In and Time Out.

469

Monthly Report. The General Manager SHALL maintain a log of all active contracts
to which the Council or individual Co-Owners are a party and identify in his/her
monthly report to the Board any problems they MAY entail for the Council.

470

Records. The General Manager SHALL hold the original of every contract to which
the Council is a party, in a secure fireproof container for the life of the contract and
for three (3) years thereafter.
470.1 Copies of all active contracts shall be held at the Office of Record, for daily
use.
470.2 The originals of all drawings, specifications, and operating and maintenance
manuals shall be held in a secure fireproof container for the period during
which these documents remain in effect and for three (3) years thereafter.
470.2.1Copies of these documents shall be held in the Engineer's
office for daily use.
470.3 The originals of all warranties, guarantees, and performance bonds shall be
assembled and held at a secure location for the period during which these
documents remain in effect and for three (3) years beyond.
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470.3.1Copies of these documents shall be held in the Office of
Record for daily use.
ADOPTED BY THE BOARD NOVEMBER 7, 2013
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SECTION 500 – SECURITY
POLICY
501

Responsibilities. Responsibility for the “security” of Alexandria House is shared
between Residents and Staff.

RULES
502

Suspected Breach of Security. Any Resident or Staff member having reason to
suspect that the security of Alexandria House has been breached SHALL report
his/her suspicions without delay to the Receptionist (Phone number: 702-548-5002)
or to the General Manager.
502.1 Any Resident who discovers evidence of break-in, theft, or vandalism in
his/her Apartment shall report the discovery without delay, first to the
Alexandria Police (Phone number: 911) and then to the Receptionist or to the
General Manager.

503

Lobbies. Residents and their guests and invitees SHALL enter Alexandria House only
through the main lobby or a garage lobby.
503.1 Residents shall securely close and lock all lobby and storage room doors
behind them, ensuring thereby that no unauthorized person can enter.
503.2 Should any person, not known to be authorized, enter the building before a
door can be closed, the Resident who unlocked the door shall report that
apparent breach to the Receptionist immediately.
503.3 Residents SHALL NOT use the double doorway facing west onto Pitt Street
from the main lobby, except as an emergency exit.
503.4 Residents SHALL NOT use the stairwell exits to the plaza, except to leave the
building; Residents who so use those exits shall ensure that the doors are left
securely latched.

504

Resident keys/fobs for common areas. As further specified in this rule, Residents
shall have access through the staff, under the direction of the Board, to fobs (or keys
or cards as appropriate) which will control their access to common areas.
504.1 Each Resident SHALL protect his/her fobs and keys or other issued access
items and control their use by others.
504.2 Fobs shall be assigned to Residents who are on file in the Alexandria House
official list of co-owners or tenants of rental units.
a. The residents in this category shall have access to the lobby entrance, B1 and
B2 garage entrances, storage area, sun deck, The View, and the pool (when
lifeguard is present).
504.3 Residents may purchase additional fobs (“secondary fobs”) for others to use,
and the residents must provide the name and contact information for each
secondary fob issued.
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a.

505

Residents will be responsible for any and all consequences of the individuals
utilizing the resident’s secondary fobs.
b.
Secondary fobs will only provide access to the entrance doors for the building.
All other access to amenities accessible by primary fobs is permitted only
when non-residents are accompanied to those areas by the Alexandria House
resident..
Apartments. Each Resident SHALL secure his/her own Apartment.

506

Storage Areas. Residents SHALL secure the enclosed storage spaces assigned to their
Apartments.

507

Visitors. Any Resident who sponsors a party in The View SHALL leave a list of
expected guests at the Reception Front Desk.
507.1 Real estate open house visitors shall sign in at the Reception Front Desk.

REGULATIONS
508

Duties of the Receptionist. The Receptionist’s duty station is at the Front Desk in the
main lobby. He/She SHALL –
a.

monitor the foyer of the main lobby, and take appropriate action as needed;

b.

upon observing any criminal activity on or around the plaza, summon the
police;

c.

monitor the approaches and doorways to the garage lobbies by closed circuit
television, and take appropriate action as needed;
i. when the alarm rings, signifying that a garage doorway is not securely
closed, take appropriate action to ensure that all doors are secured; and

d.

509

upon learning of a suspected breach in the security of Alexandria House, or
evidence of criminal activity in an Apartment, immediately notify the General
Manager. If he/she is unable to contact the General Manager, the Alexandria
Police should immediately be notified by calling: Phone number 911.

Changing Alexandria House Fobs and Keys. Whenever security considerations or
building renovation cause the Board to change locks on the external doors, the
General Manager SHALL provide, at common expense, each responsible Apartment
Resident with two new Alexandria House fobs, keys, or other access devices that will
ensure continued access to all external lobby doors, the doors to the basement storage
rooms, the sundeck, and the pool (when lifeguard is present).
509.1 The General Manager shall provide additional fobs or keys, or other access
devices, to Residents and non-resident Co-Owners who so request, at cost.

510

The Bicycle Room. The Bicycle Room SHALL be kept locked at all times.
510.1 The General Manager shall provide, at cost, to any Resident who has
registered to use the bicycle room, a key, or other access device, to that room.
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511

Reserved Areas. The General Manager SHALL ensure that his/her office, the
Building Maintenance Technician’s workroom, the roof, the pool area, the electrical
equipment room, the boiler room, and other common utility rooms are secured against
unauthorized entry.

512

Apartment Key File. The General Manager SHALL safeguard all Apartment keys or
codes entrusted to his/her care under the provisions of Rule 405, and shall admit no
one to an Apartment in the absence of a Resident, without the written permission of
the Co-Owner or Tenant, except as authorized by the Governing Documents.

513

Visitor Control. All visitors SHALL use the security telephone in the front entrance
foyer to request admittance to the building.
513.1 Contractors shall be allowed Building access only after registering at the
Reception Desk, where the Receptionist shall issue passes that must be worn
at all times.
513.2 The General Manager and the Receptionist shall take all feasible measures to
prevent door-to-door solicitations and distributions of literature of any type,
except for daily newspapers and designated magazines.

514

Security Service. The premises SHALL be patrolled between 10:00 PM and 6:00 AM
nightly by a uniformed security officer.
514.1 The security officer shall maintain radio contact with the Receptionist at all
times while on duty.

ADOPTED BY THE BOARD JULY 26, 2018
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SECTION 520 FIRE SAFETY
RULES
521

Routine Actions for Residents. No Co-Owner or Tenant SHALL commit or permit
any act, or omission, which would constitute a Fire Hazard, such as –
a.

storing anywhere in Alexandria House: explosives (other than ammunition for
personal authorized fire arms), gasoline, kerosene, or other highly flammable
material;

b.

failing to comply with City ordinances that require the installation of smoke
alarms and prohibit storage within 18 inches of the ceiling of a basement
storage space; and

c.

use of gasoline, kerosene, or other flammable fluids, to light grills or
fireplaces.

522

Smoke Alarms. Co-Owners SHALL procure and install smoke alarms in their
Apartments, in accordance with the City of Alexandria code.

523

Suspected Fire. If a Resident smells smoke or detects other evidence of a fire, he/she
SHALL notify the Receptionist (Phone number: 703-548-5002) immediately.

524

In Case of Fire. If a Resident believes that a fire exists, he/she SHALL –

525

a.

activate the nearest fire alarm (in the hallway near the EXIT sign); and

b.

immediately notify the Receptionist.

Evacuation. When Residents hear the alarm, they SHALL –
a.

alert other Floor neighbors of their Apartments to the danger; and

b.

leave the building, if they are able to do so.
i. DO NOT open the hallway door if it is hot to touch, nor enter the
hallway if it is filled with smoke.
ii. Leave their Apartments’ doors closed and unlocked.
iii. Depart by the nearest stairwell, closing the door to the stairwell behind
them; if that stairwell is blocked with smoke, they SHOULD try the
other one; if that, too, is filled with smoke, they SHOULD return to their
Apartment.
iv. DO NOT use the elevators.
v. DO NOT go to the roof.
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Residents exiting on the Pitt Street side of the building (West side) will
congregate on the opposite side of Pitt Street, unless instructed to go
elsewhere by a member of Alexandria Fire Department (AFD). Residents
exiting on the Royal Street side of the building (East side) will congregate in
the park unless instructed to go elsewhere by AFD. Anyone exiting from any
other doorway is to proceed to either one of those locations, unless instructed
otherwise by AFD.

Unable to Depart. Residents whose egress is blocked by fire or smoke, and those who
are unable to negotiate the stairways unassisted, SHOULD remain in their
Apartments until they can be assisted by the firefighters. Pending the arrival of
firefighter assistance, each Resident SHOULD –
a.

call # 911 and tell the operator or dispatcher that he/she is trapped, giving the
Apartment number;

b.

hang a sheet from the balcony so as to get the attention of observers at ground
level;

c.

keep the hallway door closed, pack dampened blankets or sheets around its
edges to keep the smoke out; turn on kitchen exhaust fans, and close as many
doors as possible between themselves and the smoke source;

d.

open sliding glass doors to get fresh air (but do not break the glass, thus
making it impossible to close the doors if the wind shifts); and

e.

remain close to the floor, breathing through a damp cloth.

REGULATIONS
527

Routine Actions for Management and Staff. The General Manager and other Staff
SHALL at all times be alert to the existence of Fire Hazards anywhere in the
Common Elements and Apartments.
527.1 To the fullest extent possible, Fire Hazards shall be eliminated upon their
discovery.
527.2 Staff members shall notify the General Manager promptly of any Fire Hazard
that they are unable to eliminate.
527.3 The General Manager shall include in his/her monthly report any Fire Hazard
that has not been corrected.
527.4 The Building Maintenance Technician shall maintain close and continuing
contact with the Alexandria Fire Department, making such changes in
procedures and equipment as may be required and notifying Residents thereof,
as appropriate.
527.5 The Building Maintenance Technician shall inspect smoke alarms installed in
each Apartment annually to ensure that they are operable and in compliance
with the City of Alexandria’s code.
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Preparing for Emergencies. The General Manager SHALL ensure that the following
items are kept at the Reception Desk, to be used in case of emergency –
a.

a complete and current set of keys/cards to all doors in the Common
Elements; and

b.

a complete and current list of incapacitated Residents who will need
assistance in evacuating the building.

529

Individual Apartment Alarms. The General Manager SHALL provide information to
Co-Owners about their Apartment alarm device and how the device should sound an
alarm whenever the central fire alarm system is activated.

530

In an Emergency. The Receptionist, upon hearing the fire alarm, or learning of a
suspected fire, SHALL immediately and without hesitation notify the Alexandria Fire
Department and having done so, without any delay, report it first to the Building
Maintenance Technician and then to the General Manager. The receptionist will
remain at the Front Desk, as the situation permits, and under instruction from the
Building Maintenance Technician or General Manager, respond to calls from
residents and ensure that the required items included in REGULATION 528 above
are readily available for use as required.

531

Building Maintenance Technician Responsibilities. The Building Maintenance
Technician SHALL immediately take charge of the situation, by virtue of his/her
knowledge of the building and its operation, and be the liaison to Alexandria Fire
Department. He/She will immediately assess the situation and without delay instruct
the Receptionist on what to report to the General Manager and what to say to
Residents. He/She may also co-opt Staff to assist him/her as he/she deems necessary.
As soon as the situation permits, he/she will provide a short brief to residents over the
building loudspeaker system, with periodic updates as appropriate.

ADOPTED BY THE BOARD NOVEMBER 7, 2013
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TAB 600 – SERVICES AND AMENITIES
SECTION 600 – SERVICES
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POLICY
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603 – Master TV Circuits
604 – Other Services
RULES
605 – House Fob/Key
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608 – Bicycles
REGULATIONS
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SECTION 620 – AMENITIES
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POLICY
621 – The View
RULES
622 – Use of The View
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REGULATIONS
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66

THE ALEXANDRIA HOUSE REFERENCE MANUAL

PART TWO

SECTION 600 – SERVICES
POLICY
601

The Reception Desk. The Reception Desk in the main lobby is staffed at all times as a
security measure and to enable communication with Residents.

602

Storage Spaces. The Co-Owner of each residential Apartment has the exclusive right
to use and secure one - and only one - of the enclosed storage spaces on Level B-1.

603

Master TV Circuits. The Residents of each Apartment have access to Alexandria
House’s master television circuits, and to cable services offered continuously in
Alexandria House.

604

Other Services. The Council MAY provide other services and amenities to Residents.

RULES
605

House Fob/Key. While away from the building, each Resident SHALL carry an
Alexandria House fob/key.
605.1 No Resident is entitled to have the Receptionist open the lobby door for
him/her.

606

Accumulation of Mail. Residents who plan to be absent for three (3) or more days
SHALL arrange for their mail to be held at the Reception Desk or forwarded.

607

Newspapers. Residents who plan to be absent for three (3) or more days SHALL stop
delivery of newspapers to their Apartments while they are away.

608

Bicycles. Residents MAY keep bicycles in the Bicycle Room if – And only if – they
bear valid identification decals.

REGULATIONS
609

Duties of the Receptionist. There SHALL be a Receptionist on duty at the Reception
Desk in the main lobby at all times. The Receptionist SHALL –
a.

not leave the immediate area of the Reception Desk to perform personal
services for Residents or others, except in a case of responding to a real
emergency;

b.

not allow anyone other than Staff members and Security Guards to enter the
area behind the Reception Desk;

c.

place hand-delivered mail, notices of receipt of packages, and excess mail in
the message box of the addressee's Apartment;

d.

receive packages and excess mail addressed to Residents, and hold them for
pickup by the addressees;

e.

accept and/or sign for any insured parcels, unless instructed not to do so by
the addressee;
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f.

upon personally recognizing a Resident, and provided that the Receptionist is
not thereby distracted from other duties, admit the Resident to the lobby by
remote control of the door; and

g.

upon being satisfied as to the identity of a person for whom a Resident has
registered in the “Admittance Book” and left a key to his/her Apartment,
release the key to that person.

Storage on Level B-1. The General Manager SHALL keep a permanent record of the
Apartment to which each enclosed storage space is assigned.
610.1 If the General Manager determines that a storage space assigned to an
Apartment is being used without permission of the Co-Owner, the storage
space shall be opened and emptied.
610.1.1Before the contents of the storage space are removed, the
General Manager shall make a reasonable effort to ascertain
the owner of the unauthorized contents.
610.1.2If ownership of the contents cannot be determined within sixty
(60) days, the General Manager shall dispose of them, and any
monies realized from his/her so-doing shall be deposited in the
Council's account.

611

The Bicycle Room. The General Manager SHALL maintain a register of Residents
who store their bicycles. He/she SHALL ensure that the Bicycle Room is used only
by registered Residents, and exclusively for that purpose.
611.1 The General Manager shall issue an identification decal to each registered
Resident for each bicycle he/she wishes to store in the Bicycle Room.
611.2 Annually, during the month of April, the General Manager shall inspect the
Bicycle Room and remove all bicycles not bearing a valid identification decal.
611.2.1Before a bicycle is removed, the General Manager shall make a
reasonable effort to ascertain the owner of the unauthorized
bicycle.
611.2.2If the owner of the bicycle cannot be determined within sixty
(60) days, the General Manager shall dispose of the bicycle,
and any monies realized from his/her so-doing shall be
deposited in the Council's account.

ADOPTED BY THE BOARD JULY 26, 2018
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SECTION 620 – AMENITIES
POLICY
621

The View. The 23rd floor parlor identified in the Condominium Instruments as “the
Party Room” was originally named the “Drake Room” in honor of Major General
Clifford Drake, United States Marine Corps (Retired), who served as President of the
Council from 1978 to 1980. In 2017, the Drake Room was remodeled and, by popular
vote, renamed as The View.

RULES
622

623

624

Use of The View. The View MAY be used –
a.

as a meeting place in which to conduct the Council’s official business;

b.

for events sponsored by the Council or its Committees;

c.

and for private, non-profit social parties or gatherings;

d.

as a dayroom, i.e., the non-exclusive use by residents.

Sponsors. Every private party or gathering in The View MUST be sponsored by a
Resident Co-Owner or Tenant. That individual MUST be physically present in The
View throughout the proceedings that he/she sponsors. He/She SHALL be
responsible for –
a.

the behavior and actions of all those who attend the function – both in The
View and elsewhere in the building; and

b.

any injuries to persons and damage to property at street-level that may be
caused by objects dropped by his/her guests from The View balcony.

Limitations. Private parties and gatherings at The View SHALL be confined to The
View, and SHALL NOT extend to other parts of Alexandria House, except for use of
the 23rd floor restrooms.
624.1 No more than 50 persons shall be present in The View at any given time.

625

The Swimming Pool. The swimming pool and its surrounding area is reserved for
exclusive use by Co-Owners, Tenants, and their guests.
625.1 All persons entering the pool area or using the pool, shall do so at their own
risk.
625.2 No more than six (6) individuals from any one Apartment, including guests,
shall be allowed in the pool area at the same time, except by special
arrangement with the General Manager.
625.3 Adult hosts shall be responsible for the conduct of their children and guests.
625.4 Every guest shall be accompanied by his/her host while he/she is in the pool
area.
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625.5 Children under the age of 12 shall not be allowed to enter the pool unless they
are accompanied by adult(s).
625.6 All children shall observe such rest periods as may be ordered by the
lifeguard.
625.7 The pool area shall not be entered by –
a.

persons who are intoxicated;

b.

persons with skin abrasions, colds, coughs, inflamed eyes, infections, or
bandages; or

c.

pets, of any kind (even when on a leash or otherwise restrained).

625.8 Persons using or being in the pool area shall observe the following rules of
decorum:

626

a.

There shall be no running, pushing, wrestling, ball playing, or disturbance of
any other kind in the pool or the pool area.

b.

There shall be no smoking in the pool area.

c.

All chairs and lounges must be kept at least four feet from the edge of the
pool.

d.

Radios and cell phone conversations shall be held to a volume low enough
that others are not disturbed.

e.

No food shall be brought into the pool area.

f.

Beverages may be brought into the pool area, provided they are in metal or
plastic – not glass – containers.

g.

Papers and other refuse shall be deposited in the receptacles provided for that
purpose.

h.

Footwear and robes, or other suitable garments, shall be worn to and from the
pool area.

i.

Dripping bathing suits and bare feet shall not be permitted in the elevators or
hallways.

The Sauna Baths. The sauna baths SHALL be open at all times for the use of CoOwners, Tenants, and their guests.
626.1 All persons using the sauna baths do so at their own risk.
626.2 Guests using the sauna baths shall be accompanied by their hosts.
626.3 Children under 12 years of age shall not use the sauna baths, except when
accompanied by an adult.
626.4 There shall be no smoking in the sauna baths.
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The Sundeck. The sundeck SHALL be open for the exclusive use of Co-Owners,
Tenants, and their guests.
627.1 All persons using the sundeck shall do so at their own risk.
627.2 Guests using the sundeck shall be accompanied by their hosts.
627.3 Persons on the sundeck shall observe the following rules of decorum:
a.

There shall be no running, pushing, wrestling, ball playing, or disturbance of
any other kind on the sundeck.

b.

There shall be no smoking on the sundeck.

c.

Radios and cell phone conversations shall be held to a volume low enough
that others are not disturbed.

d.

Beverages may be brought onto the sundeck provided they are in metal or
plastic – not glass – containers.

e.

Papers and other refuse shall be deposited in the receptacles provided for that
purpose.

f.

Footwear and robes, or other suitable garments, shall be worn to and from the
sundeck.

REGULATIONS
628

The View. The General Manager SHALL schedule and manage the use of The View.
628.1 When scheduling The View for a use other than official business of the
Council, the General Manager shall –
a.

collect the fee for such use in the amount that has been established by the
Board;

b.

collect a deposit in the amount that has been established by the Board; and

c.

ensure that the sponsoring Co-Owner or Tenant is familiar with, and accepts,
the provisions of RULE 623.

628.2 The deposit shall be applied to the costs of cleaning, repairing, and otherwise
restoring The View and its equipment, furnishings, and facilities to their
condition prior to the use for which it was reserved, and to the costs of any
cleaning, repairing, and restoration of other parts of the Property required as a
consequence of such use.
628.2.1If the deposit exceeds the total of such costs, the balance shall
be refunded.
628.2.2If the total of such costs exceeds the deposit, the Apartment for
which The View was reserved shall be billed for the service in
accordance with REGULATIONS.
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The Swimming Pool. The General Manager, acting directly or through the lifeguard,
SHALL control the use of the pool and access to the pool area.
629.1 The pool area shall be open as directed by the Board.
629.2 Access to the pool area shall be permitted only when a qualified lifeguard is
on duty.
629.3 The pool shall be closed –
a.

during any nearby electrical storm; and

b.

at any other time, at the discretion of the lifeguard or the General Manager.

ADOPTED BY THE BOARD APRIL 27, 2017
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TAB 700 – USE OF THE PROPERTY
SECTION 700 – EXTERIOR
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POLICY
701 – External Appearance
702 – Pets
RULES
703 – Signs and Posters
704 – Suspended Materials
705 – Pets

SECTION 710 – USE OF THE COMMON ELEMENTS
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POLICY
711 – Plaza
712 – 22nd Floor
RULES
713 – General
714 – Elevators
715 – The Loading Dock
716 – Trash Disposal
REGULATIONS
717 – Miscellaneous
718 – Elevators and Loading Dock
719 – Reserved Areas
720 – Plaza Driveways and Parking

SECTION 730 – USE OF THE PARKING GARAGE
POLICY
731 – Exclusive Use
732 – Transfer
RULES
733 – Doors
734 – Headlights
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735 – Standing
736 – Idling
737 – Unattended Vehicles
738 – Speed Limit
739 – Parking
740 – Personal Property
741 – Transfer
742 – Rental
REGULATIONS
743 – Council’s Spaces
744 – Guest Parking
745 – Enforcement

SECTION 750 – USE OF THE RESIDENTIAL APARTMENTS
POLICY
751 – Occupancy
752 – Restrictive Covenants
753 – Apartment Modifications/Renovations
754 – Residential Use
RULES
755 – Business Use
756 – Leases
757 – Information
758 – Moving Fee
759– Disturbances
760 – Time Restrictions
761 – Complaints on Disturbances
762 – Balcony and Exteriors
763 – Apartment Modifications/Renovations
764 – Sound and Fire Suppression
765 – Contracting
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SECTION 700 – EXTERIOR
POLICY
701

External Appearance. The exterior of Alexandria House is kept free of disfigurement
and unauthorized alteration.

702

Pets. Pets are NOT allowed to interfere with the full and peaceful enjoyment of the
Property by Residents.

RULES
703

Signs and Posters. Signs, posters, advertisements, and similar material SHALL NOT
be posted in or around Alexandria House, except for –
a.

temporary signs necessary, or expedient, in connection with the repair or
renovation of an Apartment; and

b.

other signs authorized by REGULATION.

704

Suspended Materials. Laundry, clothing, rugs, and other materials, including seasonal
decorating, SHALL NOT be hung from or spread upon any balcony, railing, window,
or other exterior portion of an Apartment, or upon any part of the Common Elements.

705

Pets. Pets on the grounds of Alexandria House, or within its garage or residential
building, SHALL be supervised and cared for in a manner to avoid disturbing
Residents and their guests.
705.1 While in any Common Element, dogs and cats shall be carried or kept on a
short leash, birds shall be caged, and fish shall be kept in covered containers.
705.2 Residents with pets and those without pets are all expected to exhibit courtesy
and common sense when using the elevators or other Common Elements.
Reasonable requests from those fearful of pets or not wishing another pet to
enter the elevator shall be honored.
705.3 Residents accompanied by pets shall normally enter and leave Alexandria
House via the B-1 garage lobby. However, for security reasons or during an
emergency, they may be permitted to enter and leave via the main lobby. The
General Manager may also temporarily waive this Rule for safety reasons
during contractor work in the B-1 garage area.
705.4 Guests with pets are expected to observe the same rules as Residents except
that they may initially enter the building via the main lobby and when leaving
may also use the main lobby.
705.5 Pets in the main lobby shall be carried at all times.
705.6 No pet shall be brought onto the 23rd floor.
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705.7 Residents who exercise their pets in the neighborhood shall promptly pick up
waste left by their pets, avoid planters or other parts of the plaza, and in all
other ways conform to the ordinances of the City of Alexandria respecting the
control of pets.
705.8 Pets shall not be exercised in the Common Elements other than the park.
705.9 All pets kept in Alexandria House shall be registered with the Manager.
705.10 Residents shall notify the Manager in advance of any guests with pets staying
overnight or longer.
705.11 Persons keeping pets in Alexandria House shall maintain current such licenses
or health certificates as may be required by the City of Alexandria.
ADOPTED BY THE BOARD NOVEMBER 7, 2013
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SECTION 710 – USE OF THE COMMON ELEMENTS
POLICY
711

Plaza. All non-walking areas of the plaza are used as planters.

712

22nd Floor. Space in Common Elements on the 22nd floor and the roof is made
available under lease for the installation and operation of communication equipment.

RULES
713

General.
713.1 Residents and their guests shall be properly attired when appearing in the
lobbies, hallways, elevators, plaza, and recreational areas.
713.2 Residents shall not leave baby carriages, bicycles, shopping carts, or other
articles of personal property in the Common Elements.
713.3 Residents shall not bring bicycles into the main lobby.
713.4 Residents shall not wear rollerblades (in-line skates) in the lobbies, elevators,
hallways, or stairwells.
713.5 Residents who take “grocery carts” from either garage lobby SHALL return
them “promptly” to the location from which they were taken.
713.6 Residents shall not feed birds, or other wildlife, on their balconies.

714

Elevators.
714.1 Residents and those for whom they are responsible shall use the passenger
elevators only to transport themselves and their personal belongings to the
desired level within the building.
714.2 Residents and those for whom they are responsible shall, subject to the
General Manager’s approval, use the service elevator to move furniture, tools,
equipment, supplies, and other materials.
714.3 Residents shall move household goods into or out of Apartments only
between the hours of 8 AM and 5:30 PM Monday through Friday, except on
holidays or as authorized by the General Manager.
714.3.1Exceptions to this RULE may be authorized due to special or
unexpected circumstances. Residents should contact the
General Manager as early as possible to explain the reason and
request an exception.

715

The Loading Dock. On weekends and by arrangement with the General Manager,
Residents MAY park at the loading dock for the purpose of washing their cars.

716

Trash Disposal.
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716.1 Residents may use the trash chute in the refuse room on each floor to dispose
of small packages of normal household dry waste which will drop clear
without clogging the chutes.
716.2 Residents shall place garbage that cannot be accommodated by sink disposal
units in strong plastic bags and tie them securely before depositing them in the
chutes.
716.3 Residents shall place kitty litter in strong, securely tied plastic bags, and leave
those bags on the floor of the trash room; under no circumstances shall kitty
litter be dropped down the chutes.
716.4 Residents shall stack cartons, boxes, newspapers, and magazines neatly on the
floors of trash rooms.
716.5 Co-Owners having work done in their Apartments shall ensure that their
contractors remove all pieces of wallboard, wood and metal scraps, and other
debris from the building via the service elevator.
716.6 Residents shall not deposit lighted cigarettes, cigars, or other burning objects
or any flammable material (e.g., cleaning fluid and paint) in a trash chute.
716.7 Residents shall use the trash chute only between the hours of 7:00 AM and
10:00 PM.
716.7.1Residents shall not leave trash which can be deposited in a
chute during these hours on the floor of the trash room.
716.8 In accordance with Alexandria City Council requirements, Residents shall
place materials to be recycled, and only such materials (i.e., no plastic bags,
styrofoam, light bulbs, or batteries) in containers provided for that purpose
outside each garage (B-1 & B-2) lobby.
716.8.1Accepted recyclable materials in the B-1 & B-2 containers
include:
a.

All plastic bottles and jugs (Please rinse items).

b.

All glass bottles and jars (Please rinse items).

c.

All metal beverage and food cans (Please rinse items).

d.

Newspaper with inserts.

e.

Magazines, catalogs, and phone books.

f.

Junk mail including envelops with windows.

g.

Paperboard (cereal & cracker boxes, paper towel rolls,
& egg cartons).

h.

Brown paper bags.

i.

Cardboard boxes (flattened).
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716.8.2Old batteries SHALL be place in the containers provided for
that purpose on the tables in the B-1 & B-2 lobbies.
716.8.3Recyclable paper items can also be placed on the floor in the
trash rooms located on each of the Apartment floors.
716.8.4Additional information on recycling can be accessed at the City
of Alexandria website: www.alexandria.gov/resourcerecovery.
REGULATIONS
717

Miscellaneous.
717.1 The interior Common Elements and sundeck are “NO SMOKING” areas.
Residents and Staff members are prohibited from carrying or using lighted
tobacco products in the lobbies, mailroom, elevators, stairwells, hallways,
storage rooms, restrooms, sauna, and The View (except for private parties).
717.2 The Receptionist, upon observing or being notified that actions of any person
in any Common Element are noxious, indecent, boisterous, threatening,
disorderly, or unlawful, shall promptly report this information to the General
Manager or, if the General Manager is not immediately available, to the
Alexandria Police.
717.3 Telephones and other facilities maintained at common expense for use in
conducting the Council's business shall not be used for personal business by
members of the Staff, Residents, or others except as authorized by Regulation.
717.4 If a lease of space pursuant to POLICY 712 provides that the lessee shall be
billed for electrical service provided by the Council, the Engineer, or Assistant
Engineer, shall read the lessee’s electric meter each month, as nearly as
possible at the time the submetering system is reset, and report the reading to
the Management Agent.

718

Elevators and Loading Dock.
718.1 The General Manager shall schedule and control the use of the service
elevator.
718.2 Parking at the loading dock shall be permitted only for actual loading and
unloading operations between the hours of 8 AM and 5:30 PM Monday
through Friday.
718.3 The loading dock may be used by Residents to wash their vehicles on
weekend days prior to 2 PM, after which the chain shall be raised and the
loading dock doors locked.
718.3.1Personal use of water provided by the Council for the purpose
of washing cars is hereby authorized.

719

Reserved Areas. The following areas are reserved for use under the General
Manager’s supervision –
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a.

the General Manager's office;

b.

the area of the Reception Desk;

c.

the Building Maintenance Technician's workroom;

d.

the roof, except for the sundeck and swimming pool;

e.

the electrical equipment room;

f.

the boiler room; and

g.

all other Common Elements housing common utilities.

PART TWO

Plaza Driveways and Parking.
720.1 All vehicles entering the plaza from Pitt Street shall do so by the driveway
marked “IN” or "ENTRANCE" and leave by the driveway marked “OUT” or
"EXIT".
720.2 There shall be no parking in either driveway or in any part of the plaza other
than the seven (7) designated parking spaces.
720.2.1The designated parking space closest to the lobby entrance
shall be reserved at all times for the exclusive use of
emergency vehicles.
720.2.2One designated parking space shall be reserved at all times for
the exclusive use of handicapped persons parking vehicles
bearing official authentication of handicap.
720.2.3Visitors to the residential Apartments parking in these spaces
shall register with the Front Desk Receptionist.
a.

The Receptionist shall record the date and time of
registration, the make and license number of the vehicle
parked, and the Apartment number of the Resident
visited or otherwise responsible for the vehicle to be
parked.

720.2.4Residents parking in these spaces shall let the Front Desk
Receptionist know where they will be.
720.3 Between 8 AM and 6 PM seven (7) days a week, parking in all designated
parking spaces, other than the one designated for emergency vehicle use, shall
be limited –
a.

to Visitors – for not more than three (3) hours; and

b.

to Residents – for not more than 30 minutes.

720.4 Between 6 PM and 8 AM seven (7) days a week, parking in all designated
spaces, other than the one designated for emergency vehicle use, shall be
limited –
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a.

to Visitors – sign in at Front Desk and unrestricted.

b.

to Residents – for not more than 30 minutes.

ADOPTED BY THE BOARD JULY 10, 2014
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SECTION 730 – USE OF THE PARKING GARAGE
POLICY
731

Exclusive Use. The exclusive use of a numbered parking space, including the right to
rent that use to others, can belong only to a Co-Owner, or to the Council.

732

Transfer. If an Apartment with a numbered parking space is sold or otherwise
transferred, all rights and obligations with respect to the parking space pass to the
new Co-Owner.

RULES
733

Doors. Residents driving into the garage from Royal Street SHALL do so by the door
marked "IN" or “ENTRANCE;” those driving out of the garage to Royal Street
SHALL do so by the door marked "OUT" or “EXIT.”

734

Headlights. Residents driving within the garages SHALL keep their headlights on at
low beam.

735

Standing. Residents who stop their cars in a driveway, SHALL turn off their engines
and activate their flasher signals. They SHALL keep their car doors closed when not
in use.

736

Idling. Residents SHALL NOT idle their car engines within the garage for more than
two minutes.

737

Unattended Vehicles. Residents SHALL NOT leave their vehicles unattended in a
driveway for any reason, including loading or unloading at a lobby door.
737.1 No car shall be left unattended on jacks or stands at any time.

738

Speed Limit. Residents moving their cars within the garages SHALL do so at a safe
speed, not to exceed five (5) miles per hour.

739

Parking. Residents SHALL park their cars in numbered parking spaces only, unless
special arrangements for parking them elsewhere have been made with the General
Manager. Parked cars SHALL NOT extend into driving lanes.
739.1 Residents shall not park in any numbered parking space without the
permission of the Co-Owner having exclusive use of that space.

740

Personal Property. Residents SHALL NOT store personal property, other than a
motor vehicle, bicycle, or small cart in the parking garage except by arrangement
with the General Manager. Motor vehicles or personal property SHALL NOT extend
into driving lanes.

741

Transfer. If a Co-Owner wishes to transfer his/her right to the exclusive use of a
numbered parking space to another Co-Owner who wishes to acquire that right, the
two Co-Owners SHALL complete an amendment to the Master Deed effecting such
a transfer, employing the form prescribed by the Board for that purpose (available
from the General Manager).
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741.1 The Amendment is notarized and signed by the President of the Board.
741.2 Upon execution of the amendment by both of the Co-Owners concerned, the
purchaser shall record it with the City of Alexandria (to update the real estate
records) and shall provide to the General Manager evidence of his/her having
done so.
741.3 The General Manager will update the AH MASTER PARKING SPACE file
and notify the Management Company to update their monthly billing to show
the change in number of parking spaces for both the seller and buyer’s
apartments.
742

Rental. Co-Owners MAY rent numbered parking spaces only to Co-Owners or
Tenants.

REGULATIONS
743

Council’s Spaces. Parking spaces 182, 184, and 196 SHALL be painted with the
inscription "COUNCIL OF CO-OWNERS” –
743.1 At his/her discretion, the General Manager may make these parking spaces
available for use by members of the Staff or rented on competitive terms to
Residents only.

744

Guest Parking. The “T” numbered parking spaces next to the “OUT” door on B-1,
and along the rail above the ramp to the B-2 level SHALL be used for guest parking.
744.1 Such use must be sponsored by a Resident whose Apartment shall be charged
the fee currently specified by the Board.

745

Enforcement. The General Manager SHALL ensure that –
745.1 If a vehicle is found parked without authorization in an area other than a
numbered parking space, it shall be towed away at its owner's hazard and
expense.
745.2 Personal property (other than a motor vehicle, bicycle, or small cart) and its
contents found in the parking garage shall be removed.
745.2.1A reasonable effort to identify the owner of the property shall
be made. If this cannot be done within 30 days, the property
shall be disposed of and any monies realized from the disposal
deposited to the Council's account.
745.3 Upon being advised by a Co-Owner or Tenant with exclusive use of a
numbered parking space that a vehicle is parked without his/her permission in
that space, the General Manager – After trying unsuccessfully to get the
person responsible for the vehicle to move it – shall have that vehicle towed
away at its owner's hazard and expense.
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Parking Space Transfer. The General Manager will update the AH MASTER
PARKING SPACE file and notify the Management Company to update their monthly
billing to show the change in number of parking spaces for both the seller and buyer’s
apartments.

ADOPTED BY THE BOARD JANUARY 12, 2017
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SECTION 750 – USE OF THE RESIDENTIAL APARTMENTS
POLICY
751

Occupancy. An Apartment is occupied only by a person known to be its Co-Owner or
known to have the Co-Owner’s permission to occupy it.

752

Restrictive Covenants. The restrictive covenants are enforced by all means available
to the Council, including litigation.

753

Apartment Modifications/Renovations. Modifications in an Apartment are permitted
to the extent they do not threaten or interfere with the functioning of Common
Elements or other Apartments.

754

Residential Use. Apartments are to be used primarily for residential purposes.

RULES
755

Business Use. Residents MAY conduct business in their Apartments, within the limits
prescribed by the governing documents, provided they do not disturb their neighbors
or impose undue burdens on the staff.

756

Leases. Co-Owners SHALL NOT lease residential Apartments for less than 30 days.

757

Information. Residents SHALL notify the General Manager of changes in the
information provided at move-in, as such changes occur, to accommodate the
requirements of SECTION 430, REGULATION 435.

758

Moving Fee. By formal resolution, recorded in the minutes and explicitly citing this
RULE, the Board SHALL from time-to-time set the amount of a moving fee to be
collected each time a household moves into, or out of, an Apartment.

759

Disturbances. Residents SHALL avoid the projection into neighboring Apartments of
unwanted sounds such as those from –
a.

radios, stereos, TV’s, and musical instruments;

b.

loud or boisterous conversations on balconies;

c.

barking dogs; and

d.

slamming of doors.

760

Time Restrictions. Residents SHALL confine work in their Apartment to the hours of
8 AM to 5:30 PM, Monday through Friday, excluding National Holidays, for any
work in their Apartment which requires hammering or the use of power tools.

761

Complaints on Disturbances. Residents who are disturbed in their Apartments by the
activities of other Residents or their guests, are encouraged to report the disturbance
to the General Manager or, if he/she is not available, to the Alexandria Police.

762

Balcony and Exteriors. Residents SHALL observe the following rules for the safety
and appearance of Alexandria House –
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a.

No “lighted cigarette” or any other object shall be thrown, or allowed to fall,
from a balcony. Special Note: Violations of this RULE have caused many
problems and increased common expenses for all Co-Owners and Residents.

b.

Gasoline, kerosene, or lighter fluid shall not be used to light grills on any
balcony.

c.

No papers or other objects that could be blown off by strong winds shall be
stored on a balcony.

d.

Light furniture kept on balconies shall be secured against strong winds.

e.

No objects, other than healthy plants and shrubs, shall be placed on balconies
in such a manner that they are observable from the street level.

f.

Wild birds and other wildlife shall not be fed on balconies.

g.

Water from balcony plants shall not be allowed to run off to lower balconies.

762.1 Co-Owners and other Residents shall not install Astroturf, carpet, tile, slate,
brick, wood, paint, or other deck cover on any balcony, unless it has been
previously approved by the Board.
762.2 The Co-Owner of any Apartment is hereby authorized to paint its exterior
walls provided that only paint approved by the Board shall be used for that
purpose.
762.2.1The Board shall from time-to-time approve paint for use by
Co-Owners on exterior walls of Apartments.
762.3 Co-Owners and other Residents shall not install electrical or telephone wires,
television or radio antennas, air conditioning units, or any other machines or
devices on the exterior of any Apartment or upon any balcony in any manner
that protrudes through the roof or any wall of the building or the railings.
762.4 Co-Owners and other Residents shall not enclose any balcony or portion of a
balcony in any way.
763

Apartment Modifications/Renovations. No Co-Owner or person for whom he/she is
responsible SHALL make modifications to his/her Apartment without submission of
an “Alexandria House Renovation Approval Tracking Sheet” to the Building
Director. Renovation requests may require board approval. If so, then paragraphs
763.1 and 763.2 apply.
763.1 The Board shall act upon the application, within 30 days of its submission.
763.2 If the Board, or the Building Director acting for the Board, fails to respond to
an application within 30 days, the failure shall be deemed to constitute
permission to proceed with the proposed modifications.

764

Sound and Fire Suppression. No change SHALL be made to interior wall surfaces of
an Apartment that would diminish its sound or fire suppression effect.
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Contracting. A Co-Owner who contracts for modifications in his/her Apartment
SHALL require his/her contractor to conform to the Council’s current guidelines for
contractors making such alterations.

REGULATIONS
766

Registration. The General Manager SHALL ensure that every Resident of an
Apartment, including children and guests, is registered –
a.

as a Co-Owner, upon proof that he/she owns the Apartment and the exclusive
right to use designated parking spaces; or

b.

as a Tenant, upon presentation of a lease that is validly drawn in accordance
with ARTICLE XVI, SECTION A, of the Master Deed; or

c.

as a guest, upon proof that his/her occupancy is permitted by the Co-Owner or
the Tenant.

766.1 Occupancy of a residential Apartment shall not be allowed, until registration
has been accomplished.
766.2 A moving fee in the amount currently specified by the Board shall be
collected before a household is allowed to move into or out of the Apartment,
as required by RULE 758, and enumerated in SECTION 430, REGULATION
435.
767

Disturbance. Upon receiving a report of a disturbance, the General Manager, or
his/her representative, SHALL contact the alleged offender and, without identifying
the source of the report, tactfully request that the cause of the disturbance be stopped.
767.1 Should the disturbance not thereupon abate, the General Manager shall
promptly report the matter to the President for action under SECTION 100,
RULE 123.
767.2 If the General Manager determines that the cause of the disturbance is
threatening or unlawful, or that it warrants such action on any other ground,
he/she shall summon the Alexandria Police.

768

Contractors. The General Manager MAY allow properly identified contractors to
bring materials, tools, and equipment into Apartments after 7:30 AM; however,
he/she SHALL NOT permit work to start before 8 AM.
768.1 He/She shall ensure that work stops, and all hired workers vacate the building
before 6 PM.
768.2 Except for emergencies, he/she shall not permit work to be done by
contractors in Apartments or Common elements on weekends or legal
holidays.

769

Apartment Modifications/Renovations. Within 24 hours of Board action on a CoOwner’s application to make modifications in his/her Apartment, the General
Manager SHALL advise the Co-Owner of the Board’s decision.
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769.1 Before permitting work to start, the General Manager shall collect the deposit
specified in the Board’s current schedule of deposits.
769.2 When the work is complete and the General Manager has determined that any
damage resulting from it has been repaired, he/she shall return the deposit,
after deducting the cost of such repairs.
769.3 If the total of such costs exceeds the deposit, the General Manager shall bill
the Apartment for the excess in accordance with REGULATIONS.
769.4 If the corridor between the service elevator and the Apartment where work is
being done requires protection, the General Manager shall require the
contractor to place protective panels on the carpet.
769.4.1The General Manager shall require the contractor to remove all
protective materials at the end of each working day.
769.5 The Building Maintenance Technician shall inspect the work as necessary to
ensure that it meets Alexandria House standards and does not interfere with
services to other Apartments or the proper functioning of Common Elements.
769.6 Staff members shall cooperate with contractors working in the building;
however, if a Staff member’s time is required for an extended period, the
contractor shall be charged accordingly.
ADOPTED BY THE BOARD JULY 26, 2018
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SECTION 800 – INTERNAL COMMUNITY RELATIONS
POLICY
801

Prevailing Atmosphere. The Council fosters an atmosphere of civility and a sense of
community among the Residents.

RULES
802

Newsletter. The Board SHALL publish a newsletter to inform Co-Owners of the
highlights of Regular Meetings of the Board and other matters of common interest.
802.1 The President of the Board shall appoint a Director or other Co-Owner to
prepare the newsletter.

803

President’s Letters. From time-to-time, the President of the Board SHALL issue
“Dear Resident” or “Dear Co-Owner” letters on matters of special interest to the
community.
803.1 Other Directors may issue such letters on matters within the scope of their
special responsibilities.

804

Announcements. Any Co-Owner MAY convey notices or announcements relating to
affairs of the Council to the General Manager for distribution via the message boxes
in the main lobby.
804.1 The General Manager may convey selected Co-Owner’s request to the
President of the Board for approval before distribution.

805

Literature. Co-Owners MAY convey commercial literature of possible interest to
Residents to the General Manager for distribution by means of the literature tables
located in the garage B-1 and B-2 lobbies.

806

Resident Complaints, Suggestions, and Comments. Residents are encouraged to
submit complaints and suggestions, or comments dealing with conditions at
Alexandria House and the Staff’s performance, on forms provided for that purpose at
the Reception Desk.

807

Social Activities. The Social Committee SHALL sponsor social activities for the
pleasure of Residents and to afford them opportunities to mingle socially.

REGULATIONS
808

Notices. The General Manager SHALL maintain and control the use of –
a.

OFFICIAL bulletin boards in the mail area, garage lobbies, and elevators for
posting minutes, notices, and other items generated by the Board, Committees,
and the General Manager; and

b.

an UNOFFICIAL bulletin board in the mail area for posting notices of items
wanted or for sale, announcements of personal or business services, lost or
found articles, and other matters of possible interest to Residents.
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808.1 The General Manager is hereby authorized to post notices in elevators, on
lobby doors, and elsewhere as necessary to convey information (e.g.,
Date/Time of the Board and Committee meetings) of interest to Residents.
808.2 The General Manager shall distribute via the message boxes communications
provided by the Board, individual Directors, or other Co-Owners that are
authorized under RULES 802 – 808, inclusive.
808.3 The General Manager shall distribute by means of literature tables in the
garage lobbies any qualified literature received from Co-Owners for
distribution, as provided for under RULE 804.
809

Resident Complaints, Suggestions, and Comments. The General Manager SHALL –
a.

provide at the Reception Desk forms on which Residents may submit
complaints, suggestions, and comments under RULE 805; and

b.

when completed forms are received, act promptly, to the extent feasible and
appropriate, to resolve any issue(s) raised concerning compliance with
Regulations.

810

Condominium Instruments. The General Manager SHALL provide a copy of the 1)
Master Deed, including its Exhibit F (the By-Laws), but not the other exhibits, 2)
Financial Documents, 3) Governing Documents, and 4) Administrative Documents)
to each new Co-Owner who takes title to an Apartment, and to any Resident (at a cost
of 10 cents per page) who requests copies of these documents.

811

The Alexandria House Reference Manual. The General Manager SHALL provide a
complete and up-to-date copy of the “Reference Manual” to each new Co-Owner who
takes title to an Apartment, and additional copies (at a cost of 10 cents per page) to
any Co-Owner or Resident who MAY so request. The General Manager SHALL
provide information to Co-Owners and Residents on where an electronic “Read
Only” copy of the Reference Manual may be viewed.

ADOPTED BY THE BOARD NOVEMBER 7, 2013
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SECTION 820 – EXTERNAL COMMUNITY RELATIONS
POLICY
821

The Council’s Interest. The Council has an interest in any action by a public authority
or other external institution which might have an impact on Alexandria House’s
immediate neighborhood, Co-Owners’ property values, or the welfare of Residents.

822

Co-Owner’s Views. Co-Owners who wish to make their views known to public
authorities are encouraged to do so, either singly or in combination with other CoOwners holding their views.

RULES
823

The Council’s Position. The Board SHALL consider any proposal before a public
authority or other external institution that is brought to its attention as having a
potential impact on the Council’s interest.
823.1 The Board may refer the proposal to the Community Relations Committee for
its consideration and recommendations.
823.2 If the Board determines that adoption of the proposal would on balance
adversely, or beneficially, impact the Council’s interest, it may oppose or
support the proposal in the Council’s name.
823.3 The Board shall take no position in the Council’s name on any public issue,
unless a significant common interest of the Co-Owners is clearly involved.

824

Duties of the Community Relations Committee. The Committee SHALL –
a.

monitor the activities of:
i. the Alexandria City Council and other public authorities with
jurisdiction over Alexandria House; and
ii. private associations and other institutions that share an interest with the
Council of Co-Owners;

b.

bring to the Board’s attention any proposal before such a body, the adoption
of which might affect the immediately surrounding neighborhood, CoOwners’ property values, or the welfare of Residents;

c.

recommend specific positions or other actions the Board might take with
respect to the proposal in furtherance of the Council’s interest; and

824.2 represent the Council before public authorities and other institutions
considering proposals on which the Council has taken positions,
communicating the Council’s positions to those bodies.
825

Emergencies. Should it be impractical for the Board to give timely consideration to
the Community Relations Committee’s recommendations, the Committee is hereby
authorized to take a public position in the Council’s name consistent with Policy and
positions previously taken by the Board in the name of the Council.
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GLOSSARY
The terms defined here are used in the Manual with initial letters capitalized to signify that
they are used as explicitly defined:

Apartment

Any of the residential Apartments or the Commercial
Apartment–A of Alexandria House. This term corresponds
to "unit" as used in the Virginia Condominium Act.

Assessment

The amount of a charge levied by or in the name of the
Council upon one or more Apartments.

Assessment, Additional

An Assessment for Common Expenses levied by the
Board upon determining that the Annual Assessment is
insufficient to cover the common expenses of the Council.
Erroneously referred to as a Special Assessment.

Assessment, Annual

An Assessment for Common Expenses levied by the
Council at its Annual Meeting.

Assessment for Common
Expenses

An Assessment to meet common expenses of the Council.

Assessment, Special

An Assessment for Common Expenses benefiting less
than all of the Apartments. Used erroneously to mean
“Additional Assessment”.

Auditor

A professional accounting firm retained by the Council to
examine and report on its financial Records.

Board

The Board of Directors of the Council. This term
corresponds to “executive organ” as used in the Virginia
Condominium Act.

By-Laws

Exhibit F to the Master Deed as amended and restated by
the Council on December 16, 1993.

Building Facilities Manager/ These terms refer to those individuals operating and
maintaining the Common Elements and who oversee and
Building Engineer/
coordinate the safe and efficient operation and
Maintenance Technician
maintenance of all necessary building systems, including
HVAC. They report into the Building Director.
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Collection Attorney

An attorney or law firm retained by the Council to pursue
delinquent Assessments.

Co-Owner

The owner of an Apartment. This term corresponds to
"unit owner" as used in the Virginia Condominium Act.

Commercial Apartment

Commercial Apartment–A, that is directly across the patio
from the front entrance into Alexandria House.

Committees

Each Committee will advise and assist the Board in
connection with those affairs of the Council with which
the Committee is concerned.

Common Element

Any of the General Common Elements of Alexandria
House, which consist of all parts of Alexandria House
other than Apartments and thus include those parts defined
in the Master Deed as “Limited Common Elements of
Alexandria House”. This usage of the term is the same as
its usage in the Virginia Condominium Act.

Condominium Fee

An Assessment against an Apartment consisting of its
allocated share of the Annual Assessment and any
Additional Assessments for the current Fiscal Year, any
Special Assessments (including its allocated share of
electricity charges and its Assessment for garage spaces),
and any accumulated Late Charges.

Condominium Instruments

A collective term referring to the Master Deed, together
with the By-Laws and other exhibits recorded with it.

Council

The Council of Co-Owners of Alexandria House. This
term corresponds to "unit owners' association" in the
Virginia Condominium Act.

Director

A Co-Owner who has been elected to and is currently
serving as a member of the Board.

Executive Session

A closed session of the Board, called by vote in open
meeting to consider stated matters.

Financial Manager

The Board’s Management Agent for financial matters. A
licensed management firm, the Financial Manager may
serve concurrently as the Manager.
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Fire Emergency

An actual or suspected fire.

Fire Hazard

Any condition which would contribute to the occurrence
of a fire or constitute an additional threat to the Residents,
or the Property, in the event of a fire.

Fiscal Year

March through February.

Building Director

The on-site management team overseeing the operations
and finances of Alexandria House is led by the Building
Director. The terms, Building Director and General
Manager may be used interchangeably in this document.
See section 200 for an overview of the chain of command.

Governing Documents

As used in the Reference Manual: the Condominium
Instruments and the Policies, Rules, and Regulations.
As defined in the By-Laws: the Master Deed, the ByLaws, and the Rules and Regulations.
As defined in the Master Deed: the Master Deed, the ByLaws, the Property Maintenance Agreement, rules,
regulations, decisions, and resolutions of the Council.

Insurance Trustee

A Virginia bank or trust company named by the Council
to receive, hold, and apply amounts payable under the
Council’s insurance policies or as a result of
condemnation or taking of part of Alexandria House by an
authority with the power of eminent domain.

Late Fee Charge

An Assessment against an Apartment imposed by the
Council on account of delinquency in payment of the
Apartment's Condominium Fee and Other Charges.
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Limited Common Elements The numbered parking spaces in Commercial Apartment–

A including the garage and the elevator shaft, elevator
lobby, and elevator machine room serving Commercial
Apartment–As the term is defined in the Master Deed,
there are no other Limited Common Elements of
Alexandria House. This usage of the term differs from that
in the Virginia Condominium Act, where it means “a
portion of the common elements reserved for the exclusive
use of those entitled to the use of one or more, but less
than all, of the [Apartments]”. However, the Act explicitly
allows the term to be used as defined in the Condominium
Instruments, whose interpretation depends on the Master
Deed’s definition.

Management Agent

A professional licensed property management firm hired
by the Board to supervise the operation and management
of the building. This supervision is done with both on-site
and remote personnel working for the Agent.

Manual

The Alexandria House Reference Manual. The Rules and
Regulations set forth in the Manual are included among
the Governing Documents.

Master Deed

The Master Deed for Alexandria House as amended,
including Exhibits A, B, C, D, E, F, and G, Land Records
of the City of Alexandria, Deed Book 752 Page 254. This
term corresponds to "declaration" as used in the Virginia
Condominium Act, where it is deemed to be included in
the term "condominium instruments."

Meeting of the Board,
Emergency

A Special Meeting of the Board held to address an
emergency.

Meeting of the Board,
Regular

A meeting of the Board held in accordance with Article
IV, Section 9 of the By-Laws.

Meeting of the Board,
Special

A meeting of the Board held in accordance with Article
IV, Section 11 of the By-Laws.

Meeting of the Council,
Annual

A meeting of the Council held annually in accordance
with Article III, Section 2 of the By-Laws.
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Meeting of the Council,
Special

A meeting of the Council called in accordance with
Article III Section 3 of the By-Laws.

Office of Record

400 Madison Street, Alexandria, Virginia. Any of the
principal

Officer

Officers of the Council (NOT of the Board!) and such
other Officers as the Board may appoint. The principal
Officers are the President, the Vice President, the
Secretary, and the Treasurer. Note however that in the
Virginia Condominium Act the term "officer" means any
member of the Board or official of the Council.

Other Charge

Any charge assessed against an Apartment other than the
Condominium Fee. Such a charge may be assessed, in
accordance with a Rule or a Regulation, by the Board, by
the Management Agent, or by the Building Manager.
Other Charges include charges for services rendered,
supplies furnished, or other expenses incurred by the
Council on the Apartment’s account, charges for rental of
Common Elements, and charges for violating provisions
of the Governing Documents.

Policy

A declaration of the Council’s policy formally adopted by
the Board; specifically, any numbered element or
provision listed in the Manual under the heading
“POLICY”, including all provisions subordinate thereto,
or all such provisions collectively. A POLICY usually
declares a goal or a fundamental strategy. The term is also
used in the Manual without capitalization in a more
general sense.

Property

The Apartments and the Common Elements.

Property Maintenance
Agreement

Exhibit G to the Master Deed.

Record

Any book, document, file, or data collection whose
maintenance is required by the Governing Documents or
applicable law.
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Regulation

A standing order of the Board governing activities of the
Council’s contractors and Staff; specifically, any
numbered element or provision listed in the Manual under
the heading “REGULATIONS,” including all provisions
subordinate thereto, or all such orders collectively. Taken
together, the REGULATIONS are the Board’s
arrangements for the management of Alexandria House.
The term is also used in the Manual without capitalization
in a more general sense.

Resident

Any Co-Owner, Tenant, or other individual who
legitimately resides in an Apartment.

Rule

A standing order of the Board defining privileges or
obligations of Co-Owners or Tenants; specifically, any
numbered element or provision listed in the Manual under
the heading “RULES”, including all provisions
subordinate thereto, or all such orders collectively. The
term is also used in the Manual without capitalization in a
more general sense.

Section

A separately published part of the Manual; specifically,
any part of the Manual identified in its heading as a
numbered Section of the Manual.

Staff

All on-site personnel working to support Alexandria
House, either part-time or full-time, to carry out duties in
and around the Property.

Tenant

A Resident who rents the Apartment in which he/she
resides from its Co-Owner.

Undivided Interest in the
Common Elements

A Co-Owner’s share in the ownership of all the Common
Elements.
This interest, expressed as a proportion, is undivided in the
sense that no Common Element can be claimed or
possessed exclusively by fewer than all the Co-Owners.

ADOPTED BY THE BOARD JANUARY 24, 2018
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