Strategic Planning Committee

May 28, 2013

Regency at Dominion Valley 

Turnover to Home Owner Board of Directors

DOCUMENTS CHECKLIST

Custodian/Officer


Location


Main Users?


Done

	

	GOVERNANCE
	
	
	
	
	
	

	Recorded Articles
	Recorded Articles of Incorporation
	CMC
	Comprehensive
(Paper in Manager's office; digital on 
R-server, C-server, & Corp backup);

State Corporation Commission
	SPC
	Signed
	Y

	Recorded Declaration
	Also called Declaration of Cove-nants, Conditions & Restrictions
	CMC
	Comprehensive & PW County Land Records
	SPC
	Folder: Articles and Declaration
	Y

	Bylaws
	Signed copy by original Secretary.  Also include Amended Bylaws
	CMC
	Comprehensive
	SPC
	Folder: A&D

Never amended
	Y

	Recorded Supplementary Declarations
	Also called Notice of Addition of Territory subject to Declaration
	CMC
	Paper in Mgr office, PW County Land Records
	SPC
	Additions for Sections 15-20, 
39-42,46
	Y

	Minute Book and Corporate Seal
	Corporate Minute Book and Corporate Seal
	CMC
	Comprehensive
	SPC
	2006-2012; pre-2006 on paper in Mgr offic
	Y

	Organizational Minutes 
	Minutes of the Organizational Meetings of the Association (2003)
	CMC
	Comprehensive
	SPC
	Initial Board and  Annual Mtgs of membership
	Y

	Board Minutes
	Minutes of Meetings held by Board of Directors.
	CMC
	Comprehensive
	SPC
	2003-2005
	Y

	Minutes Predating Board
	Minutes of meetings held by Declarant acting as Board, if any
	CMC
	
	SPC
	None
	Y

	Rules and Regulations, Enforcement Procedures
	Signed Rules and Regulations, Adopted Procedures.

(Architectural Rules & Regulations to enforce them addressed below.)
	CMC
	Comprehensive
	SPC
	See Architectural Guidelines below
	Y

	Adopted Policies
	Signed copies of all policies adopted by the Board.
	CMC
	Comprehensive
	SPC
	Policy Resolutions 
1-13
	Y

	Adopted Administrative Resolutions
	Signed copies of all adopted administrative resolutions.
	CMC
	Comprehensive
	SPC
	Admin Resolutions
1-33
	Y

	Other Resolutions
	Any other adopted Board Resolutions
	CMC
	Comprehensive
	SPC
	
	Y

	Notices to General Membership
	Dues, assessments, meetings and elections
	CMC
	Comprehensive
	SPC
	Records available, to be centralized in new file to be set up 
	Y

	List of Owners
	List of all owners, with addresses, phone numbers and email addresses if any.
	CMC
	Comprehensive (but not stored on paper)
	SPC
	Computer access at all levels of CMC 
	Y

	Owner Files
	Files regarding Owners including:


1. Assessment Account and other account ledgers;
	CMC
	Comprehensive (Access limited by privacy to Board, Managing Agent, specified Owner)
	Board, Managing Agent, Specified Owner)
	Corporate C-3 System: Data file &  index on financials, covenants, owners, lessees by lot
	Y

	Owner Files
	2. Enforcement of restrictions;
	CMC
	Comprehensive
	(see above)
	C-3
	Y

	Owner Files
	3. Fines, disciplinary actions.
	CMC
	Comprehensive
	(see above)
	C-3
	Y

	
	       4.  Complaints & resolutions
	CMC
	Comprehensive
	(see above)
	C-3
	Y

	LEGAL
	
	
	
	
	
	

	Legal Opinions
	File of all legal opinions provided to the Association, its Board, or to CMC on behalf on either, including requests that prompted the rendering of an opinion.
	CMC/Law Firm
	Digital on R-server, C-server, & 
Corp backup.

Not available on paper.
	SPC
	2007-2012 on file 
at CMC.
CMC needs to locate any opinion from 2003-2006
	Y

	Arbitrated Matters
	Records concerning any pending arbitrations
	CMC/Law firm
	
	SPC
	None as of May 2013
	Y

	Legal Action
	Case style, pleadings, and status for  pending law suits involving the Association, its Board, its officers, or its Managing Agent
	CMC/Law firm
	
	SPC
	None as of May 2013
	Y

	Settled, arbitrated or Adjudicated Claims
	Records (including emails) concerning any settled claim, litigation, or arbitration involving the Association 
	CMC/Law firm
	
	SPC
	None as of May 2013
	Y

	Potential Legal Actions or Claims
	Records (including emails) concerning any threatened claim, litigation, or arbitration involving the Association.
	CMC/Law firm
	
	SPC
	None as of May 2013
	Y

	55+ Records
	Records concerning compliance with the 55 and over requirement, including age surveys.
	CMC/Law firm


	Hard copy at Chantilly corp., copies on servers
	SPC
	
	Y

	Golf Club and Its Documents

	Charter, bylaws, membership agreements, and other documents developed by Golf Course Owner governing membership rights, use of the Golf Course and other club facilities, and amendments thereto.
	Toll Golf/ CMC
	Originated by Toll Golf; copies on CMC servers
	Board
	Required in Disclosure Packet for home buyers
	Y

	Golf Club and Golf Course Documents (cont'd)

	Samples of agreements between Toll Golf and Regency Golf Club members (or any other agreements relating to Regency Golf Course), e.g., Golf Club Membership Plan, Full Golf Club membership agree-ments and Social Golf Club mem-bership agreements, including attachments.
	Toll Golf/ CMC
	
	Board
	None as of May 2013
	Y

	Golf Club and Golf Course Documents (cont'd)

	Agreements between the Association and Toll Golf (or any other entity if the agreements relate to the Regency Golf Course or Golf Club),e.g., shared use or shared upkeep agreements.
	CMC/

Toll Golf
	Manager's Office
	FINANCE
	Utility agreements
	Y

	Golf Club and Golf Course Documents (cont'd)

	Other documents that pertain to the rights, privileges, and obligations of Regency home owners, or the Association, respecting the Regency Golf course or the Golf Club.
	CMC/ 
Toll Golf
	
	FINANCE
	None as of May 2013
	Y

	THE PROPERTY 
	(GROUNDS, FACILITIES, & LOTS)
	
	
	
	

	Development Plan
	Development Plan that Toll filed with the County and any amendments to it.
	PW County/ Toll
	Prince William County; Toll Land Development Off.
	GROUNDS &

FACILITIES
	With PW County
	Y

	Permitted Uses of Lots under County Zoning
	Detailed map showing all Lots, their zoning, permitted uses, and approved deviations.
	CMC/ Toll
	Blueprints,

Community Manager
	COVE-NANTS
	Section maps at CMC office here
	Y

	Recorded Condo Plan
	A copy of the Condominium Plan, as recorded.
	PW County/ Toll
	Prince William County; Toll Land Development Office
	GROUNDS &

FACILITIES
	 With PW County
	Y

	Tract/Parcel Maps
	Tract/Parcel Maps for the entire development.
	CMC
	Blueprints/ Manager's office
	GROUNDS

FACILITIES
	In section maps at  manager's office
	Y

	Project Plot Plan
	Project Plot Plan for all surveys
	CMC
	
	GROUNDS

FACILITIES
	No longer applicable
	Y

	Phasing Schedule or Plan
	Phasing Schedule or Plan
	CMC
	
	GROUNDS

FACILITIES
	No longer applicable
	Y

	Street addresses by phase
	Street addresses by phase.  Also called Sequence Listing
	CMC
	
	GROUNDS

FACILITIES
	Jeff to develop list
	

	Final Subdivision Report for each phase
	Final Subdivision Report for each phase.  Also called white report or public report. 
	CMC
	???
	GROUNDS

FACILITIES
	???
	

	Notices of Completion
	Recorded Notices of Completion.  (If applicable.)
	CMC
	
	GROUNDS

FACILITIES
	???
	

	Plans, drawings
	Complete set of site plans and as-built drawings including detailed measurements & dimensions for common buildings and amenities.
	CMC/ 

Toll
	Blueprints/ Manager's office
	GROUNDS

FACILITIES
	In manager's office.  Includes clubhouse and common area
	Y

	Landscape, irrigation, fencing plans 
	Landscape, irrigation, & fencing plans for Common Area, and maps showing same.
	CMC
	Blueprints/ Manager's office
	GROUNDS

FACILITIES
	In section plans in manager's office
	Y

	Drainage and Grading Plans
	Plans for underground site service, drainage, grading, and maps showing same.
	CMC
	Blueprints/ Manager's office
	GROUNDS

FACILITIES
	In section plans in manager's office
	Y

	Architectural, Engineering Reports
	All architectural and or engineering reports on Regency buildings, facilities or property.
	CMC
	Paper documents/ Manager's Office
	GROUNDS

FACILITIES
	Jeff to scan reports obtained from Toll
	

	Plans for Major Repairs, Capital Improvements
	All plans for capital improvements or major repairs – in progress or contemplated for the future.
	CMC
	
	GROUNDS

FACILITIES
	None as of May 2013
	Y

	Boundaries of Common Areas
	Description of boundaries of Common Areas.  Map plus description.
	CMC

TOLL
	Blueprints/ Manager's office
	GROUNDS

FACILITIES
	Maps in section plans in manager's office. Description in county land records
	Y

	Boundaries of Public Use Areas
	Map and description of boundaries of public use areas.
	CMC

TOLL
	Blueprints/ Manager's office
	GROUNDS

FACILITIES
	Maps in section plans in manager's office. Description in county land records
	Y

	Boundaries of Golf Club
	Map and description of boundaries of Golf Club property.
	CMC

TOLL
	Blueprints/ Manager's office
	GROUNDS

FACILITIES
	Maps in section plans in manager's office. Description in county land records
	Y

	County Approval of Boundary Changes
	Official records of County approval of boundary changes made after approval of original plan.
	Toll/

PW County
	PW County Land Records/Development Services/Public Works
	GROUNDS

FACILITIES
	Changes at option of Toll recorded; see  development plan modifications
	Y

	Private Streets, Roadways, Trails
	List of private streets, roadways, trails divided as to Upkeep by Association or other government.
	CMC

TOLL
	Blueprints/ Manager's office
	GROUNDS

FACILITIES
	In section plans in manager's office.  Upkeep list needed.
	Y

	Public Mainte-nance of Parcels/ Easements
	Official records of parcels for which the Association has no Upkeep responsibility.  Same for easements (E.g., storm water collection systems).
	CMC

TOLL
	Blueprints/ Manager's office
	GROUNDS

FACILITIES
	In section plans in manager's office.  Upkeep list neeeded
	Y

	Transfer of Upkeep Responsibility to Association 
	Toll Notices of Intent to Transfer Upkeep, inspection reports, correction requests, County actions, and approvals by Board
	CMC
	Hard copy files/ Manager's Office
	GROUNDS

FACILITIES
	Filed section-by- section as processed over time
	Y

	Transfer of Upkeep Responsi-bility: Board Acceptance
	Board actions accepting Transfer of Common Area Upkeep. 
	CMC
	Comprehensive
	GROUNDS

FACILITIES
	Admin resolutions stored on network  servers
	Y

	Common Area Conveyances:

Deeds
	Recorded instruments conveying Common Area, including Grand Deeds, if any.
	Toll/

PW County
	PW County Land Records/Development Services/Public Works
	GROUNDS

FACILITIES
	Changes at option of Toll recorded; see  plan modifications
	Y

	Common Area Conveyances: Board Acceptance
	Board actions accepting Common Area conveyances
	CMC
	Comprehensive
	GROUNDS FACILITIES
	Admin resolutions stored on network servers
	Y

	Association Leases


	All leases to which the Association is a party.
	CMC
	Hard copy files/ Manager's Office
	GROUNDS

FACILITIES
	Toll Golf has ease-ment under Decla-ration, not lease
	Y

	Easements: Documentation and Location
	Easement documents showing location and use of all facilities for which easements were granted.
	CMC

TOLL
	Blueprints/ Manager's office
	GROUNDS

FACILITIES
	In section plans in manager's office
	Y

	Easements: Documentation and Location
	Easements on Common Area, includes identification of Limited Common Areas and Restricted Common Areas (e.g., parking).
	CMC

TOLL
	Blueprints/ Manager's office
	GROUNDS

FACILITIES
	In section plans in manager's office; no Limited/Restricted easements as of 
May 2013
	Y

	Easements: Types & Purposes
	1.  Construction easements; 


	CMC

TOLL
	
	GROUNDS

FACILITIES
	None as of May 2013
	Y

	(Easements, continued)
	2. Sales facility easements; 


	CMC

TOLL
	
	GROUNDS

FACILITIES
	None now as of May 2013
	Y

	(Easements, continued)
	3.   Utilities and Services Required by  Government.; 
	CMC

TOLL
	Blueprints/ Manager's office
	GROUNDS

FACILITIES
	In section plans in manager's office
	Y

	(Easements, continued)
	4. Landscaping around Common Areas;
	CMC

TOLL
	Blueprints/ Manager's office
	GROUNDS

FACILITIES
	In section plans in manager's office
	Y

	(Easements, continued)
	5. Storm Water management;
	CMC

TOLL
	Blueprints/ Manager's office
	GROUNDS

FACILITIES
	In section plans in manager's office
	Y

	(Easements, continued)
	6. Exterior and roofs of Georgetowns and condos;
	CMC

TOLL
	Comprehensive
	GROUNDS FACILITIES
	In policy resolutions
	Y

	(Easements, continued)
	7. Golf Club clubhouse facilities;


	Toll Golf/ CMC
	Manager's office
	GROUNDS

FACILITIES
	See clubhouse blueprints
	Y

	(Easements, continued)
	8. Toll easements for development purposes; 
	CMC

TOLL
	Manager's office
	GROUNDS

FACILITIES
	Closing in Reserve, Pending for condos
	Y

	(Easements, continued)
	9. Upkeep easements (Common Areas and private lots);
	CMC

TOLL
	Blueprints/ Manager's office
	COVENANTS COMMITTEE
	In section plans in manager's office
	Y

	(Easements, continued)
	10. Emergency easements;
	CMC


	None as of May 2013
	GROUNDS

FACILITIES
	See Declaration
	Y

	(Easements, continued)
	11. Reserved Common Area set by Board;
	CMC

TOLL
	Blueprints/ Manager's office
	GROUNDS

FACILITIES
	In section plans in manager's office
	Y

	(Easements, continued)
	12. Public Use easements;
	CMC

TOLL
	Blueprints/ Manager's office
	GROUNDS

FACILITIES
	In section plans in manager's office
	Y

	(Easements, continued)
	13. All other easements.
	CMC

TOLL
	Blueprints/ Manager's office
	GROUNDS

FACILITIES
	In section plans in manager's office
	Y

	Easement Disputes 
	Pending easement disputes (if any).
	CMC

TOLL
	
	GROUNDS

FACILITIES
	None as of May 2013
	Y

	Association Disclosure Package
	Disclosure package required for delivery to each Owner who plans to sell a lot
	CMC
	Comprehensive; latest hard copy in Manager's office
	SPC
	Packages dated by request from Owner. See Corporate C-3 on individual lots.
	Y

	List of Mortgagees
	List of Mortgagees.
	CMC
	County Land Record/ Digital files
	GROUNDS

FACILITIES
	No list on file for Regency
	

	Leases by Owners
	Copies of Owner leases.
	CMC
	Manager's office/ Hard copy files
	GROUNDS

FACILITIES
	On file in Manager's office
	Y

	Agreements between Declarant and Association
	Agreements between Declarant and Association, if any.

Examples: maintenance or subsidy agreements.
	CMC
	Comprehensive
	FINANCE/

GROUNDS

FACILITIES
	Believed limited to provisions in Declaration
	Y

	Agreements between Associa-tion & Greenbrier Subassociation
	Agreements between Association and Greenbrier Subassociation, if any.  Examples: maintenance or subsidy agreements.
	CMC
	Compehensive
	FINANCE/

GROUNDS

FACILITIES
	Shared common area maintenance agreement
	Y

	Agreements between Associa-tion and DVCC
	Copy of Cost-sharing Agreement with DVCC, signed by Declarant and recorded in County land records.  Include any amendments.
	CMC

TOLL
	PW County Land Records;

Manager's office
	FINANCE
	Shared common area maintenance agreement
	Y

	Personal Property List
	List of all personal property of the Association.
	CMC
	Manager's office
	Clubhouse/GROUNDS

FACILITIES


	Inventory records
	Y

	ARCHITECTURAL STANDARDS AND DESIGN GUIDELINES 
	
	
	

	Architectural Standards and Design Guidelines 
	Approved Architectural Standards and Design Guidelines.
	CMC
	Regency server/ Manager's office
	COVENANTS
	Architectural guidelines, versions 1,2,3, etc.
	Y

	Rules and Regulations 
	Rules and Regulations established to enforce Architectural Guidelines.
	CMC
	Comprehensive
	COVENANTS
	Bylaws & enforce- ment policy resolution
	Y

	Rules and Regulations on Permitted Uses
	Rules and Regulations for Owners and occupants who request them.
	CMC
	Comprehensive (assembled by Manager)
	COVENANTS
	Declaration Sec. 8.3 & 8.5 and Disclosure Package to Sellers
	Y

	Pending Applications
	Pending architectural applications.
	CMC
	Hard copy/ Manager's office
	COVENANTS
	
	Y

	Approved Applications
	Approved architectural applications.
	CMC
	Hard copy (old);in Comprehensive (new)
	COVENANTS
	Corporate C-3 System: Data file &  index on financials, covenants, owners, lessees by lot
	Y

	Exterior Color Schedule for Attached Homes
	Exterior colors required for attached homes.
	Toll/
CMC
	Hard copy; Toll Warranty office/ CMC for as-built colors
	COVENANTS
	Installed colors available to indivi-dual owners from Toll warranty dept.
	Y

	Original Housing Plans, Renditions
	Data used to compare original home design and construction with any subsequent alterations 
	CMC
	Hard copy, Manager's office
	COVENANTS
	Limited data on original plans stored on C-3 system
	Y

	Architecture/ Design of

Homes and Lots
	Other architectural records for homes and Lots, including architectural review records.
	CMC
	Hard copy, Manager's office; indexed on  Chantilly corporate computers
	COVENANTS
	2011 and 2012 reviews in hard copy  here; all indexed on C-3 system
	Y

	Architectural Disputes
	Records concerning disputes over architectural and design changes concerning homes and Lots.
	CMC
	Hard copy in Manager's office; indexed on  Chantilly corporate computers
	COVENANTS
	Letters, covenants & appeals on C-3 system
	Y

	
	
	
	
	
	
	

	CONTRACTS
	
	
	
	
	
	

	List of Contracts
	List of all contracts to which Association is a contract party.
	CMC
	Hard copy in Manager's office; copies on servers
	FINANCE
	Contract file
	Y

	List of Subcontractors
	List of all subcontracts concerning the Association.
	CMC
	None as of May 2013
	FINANCE
	None as of May 2013
	Y

	Contracts
	Management contract.
	CMC
	Hard copy,

Chantilly corporate office
	FINANCE
	CMC File
	Y

	(continued)
	Food & beverage contract.
	CMC
	Hard copy; Manager's office
	FINANCE/

Clubhouse
	F&B File
	Y

	(continued)
	Security investments contracts.
	CMC
	
	FINANCE
	Copies at Manager's office
	Y

	(continued)
	Telecommunications contracts, including Comcast contract
	CMC
	Hard copy, Manager's office; Comprehensive
	FINANCE
	Comcast file
	Y

	(continued)
	Landscaping contracts.
	CMC
	Hard copy, Manager's office
	FINANCE/

GROUNDS-

FACILITIES
	Contracts File
	Y

	Maintenance Contracts
	Grounds maintenance contract.
	CMC
	Hard copy, Manager's office
	FINANCE/

GROUNDS-

FACILITIES
	Contracts File
	Y

	Maintenance Contracts
	Pool & Spa Contract
	CMC
	Hard copy, Manager's office
	FINANCE/
CLUB-HOUSE
	Contracts File
	Y

	Maintenance Contracts
	Any other maintenance contracts.
	CMC
	Hard copy, Manager's office
	FINANCE/

GROUNDS-

FACILITIES
	Contracts File
	Y

	Contracts
	Copies of any other contracts

(Insurance policies are addressed below.)
	CMC
	Hard copy, Manager's office
	FINANCE
	Contracts File
	Y

	List of manufacturers, specifications
	List of manufacturers of products and specifications used in maintenance, repair or replacements in or on common areas & common element.
	CMC
	Hard copy, Manager's office
	GROUNDS-

FACILITIES
	No list.  Some manuals. 
Some from furniture/equip-ment purchases
	Y

	Warranties
	Written warranties of the contractors, subcontractors, suppliers, & manufacturers involved in the construction and or maintenance of Association facilities.  Include all Common Area equipment including pumps, motors, filters, etc.
	CMC
	Hard copy, Manager's office
	GROUNDS-FACILITIES
	Current warranties in force are on file
	Y

	Repair manuals
	Maintenance manuals for Common Area equipment, including pumps, motors, filters, etc.


	CMC
	Hard copy, Manager's office
	GROUNDS-

FACILITIES
	Some manuals on file
	Y

	INSURANCE
	
	
	
	
	
	

	Master Insurance Policy holder
	Name of Master Insurance Policy holder for Association.
	CMC
	None
	FINANCE
	
	Y

	Directors & Officers Insurance Policy holder
	Name of Directors & Officers Insurance Policy holder for Association.
	CMC/ Insurance Coordinator
	Hard copy or CD,   Chantilly corporate  office
	FINANCE
	CMC has insurance coordinator for HOAs; copies here
	Y

	Fidelity Insurance Policy holder
	Name of Fidelity Insurance Policy holder for Association.
	CMC/ Insurance Coordinator
	Hard copy or CD, Chantilly corporate  office, Manager's office
	FINANCE
	Copies at Manager's office
	Y

	Property Insurance Policy Holder
	Property Insurance Policy Holder.
	CMC/ Insurance Coordinator
	Hard copy or CD, Chantilly corporate  office, Manager's office
	FINANCE
	Copies at Manager's office
	Y

	Liability Insurance Policy Holder
	Liability Insurance Policy Holder.
	CMC/ Insurance Coordinator
	Hard copy or CD, Chantilly corporate  office, Manager's office
	FINANCE
	Copies at Manager's office
	Y

	Worker’s Compensation Insurance Policy holder
	Name of Worker’s Compensation Insurance Policy holder for Association.
	CMC/ Insurance Coordinator
	Hard copy or CD, Chantilly corporate  office, Manager's office
	FINANCE
	Copies at Manager's office
	Y

	Flood Insurance Policy Holder
	Flood Insurance Policy holder, if any.
	CMC
	None
	FINANCE
	
	Y

	Title Insurance Policy Holder
	Title insurance policy holder, for Common Area parcels.
	CMC
	None
	FINANCE
	Y
	Y

	Bonds Naming Association as Beneficiary
	Copies of Bonds or letters of credit naming Association as beneficiary. 
	CMC
	???
	FINANCE
	Check Association investment broker
	

	Employers Liability Insurance 
	Employers liability insurance. (If any.)
	CMC/ Insurance Coordinator
	Hard copy or CD, Chantilly corporate  office, Manager's office
	FINANCE
	Umbrella liabiliity policy; copies in Manager's office
	Y

	Boiler&Machine / breakdown insurance
	Boiler & machinery/mechanical breakdown insurance
	CMC/ Insurance Coordinator
	None
	FINANCE
	Covered by warranties
	Y

	Insurance Claims
	Copies of all claims made against insurance policies, including pending claims, and all records relating to such claims.
	CMC/ Insurance Coordinator
	Chantilly corporate office computer; copies/incident reports here
	FINANCE
	As Managing Agent for Board from beginning, CMC has records
	Y

	Insurance Settlements
	Records concerning settlement of insurance claims that concern the Association, its Managing Agent, or its property.
	CMC/ Insurance Coordinator
	
	FINANCE
	None as of May 2013
	Y

	Insurance Payments
	Records concerning insurance payments that concern the Association, its Managing Agent, its property.
	CMC/ Insurance Coordinator
	
	FINANCE
	None as of May 2013
	Y

	Insurance Claims
	All records concerning insurance claims that pertain to Regency, including claims made by the Declarant that pertain to Regency.


	CMC/ Insurance Coordinator
	
	FINANCE
	None since Transition (Feb. 1, 2012)
	Y

	
	
	
	
	
	
	

	FINANCIAL DOCUMENTS
	
	
	
	
	

	Association Financial Records, State-ment of Receipts & Disbursements
	Association financial records, along with statements of receipts & disbursements.
	CMC
	Comprehensive
	FINANCE
	From beginning, CMC held records as Managing Agent on behalf of Toll
	Y

	Assessments collected
	Records of assessments collected.
	CMC
	Corporate Computer
	FINANCE
	Not on Regency server or shelves
	Y

	Bank Accounts
	Established Operating and Reserve Bank Accounts: Banks and Account Numbers.
	CMC
	Corporate Computer
	FINANCE
	Receipts of Ass'n and F&B deposited by CMC at Suntrust on Market Square
	Y

	Bank Signature Cards 
	Signature cards for all bank accounts.
	CMC
	Hard copy,

Chantilly corporate  office
	FINANCE

	CMC president & vice president only
	Y

	Other Association funds
	Identification of Association funds not in bank accounts, if any.
	CMC/Smith Barney
	Paper or electronic reports
	FINANCE
	Smith Barney is lead broker
	Y

	Brokerage Accounts
	Name of brokerage, account number, and account records of any brokerage accounts.
	CMC/ Brokers
	Paper or electronic reports
	FINANCE
	Smith Barney and Morgan Stanley
	Y

	Bank and Brokerage Personnel
	Names of bank, brokerage, and personnel who regularly serviced Association accounts.
	CMC
	Paper or electronic reports
	FINANCE
	Ted Hart of Suntrust
	Y

	Bank Statements
	All bank statements for any and all Association accounts.
	CMC
	Corporate Server
	FINANCE
	Corporate financial operations
	Y

	Brokerage Statements
	All brokerage statements for any and all Association accounts.
	CMC
	Corporate Server
	FINANCE
	Corporate General Manager
	Y

	Georgetown Reserves
	Reserve Fund for Georgetown, all records
	CMC
	Corporate Server
	FINANCE
	Funds in Smith Barney account
	Y

	Reserve Study
	All reserve studies for the Association, past and present
	CMC
	Hard copy in Manager's office; Corporate Server
	FINANCE
	Studies done by CMC professionals periodically
	Y

	Income/Expense
	Income and expense statement for preceding year.
	CMC
	Corporate Server
	FINANCE
	Corporate financial operations
	Y

	Audits, Past
	All past audited financial statements, signed
	CMC
	Hard copy and Corporate Computer
	FINANCE
	Corporate General Manager
	Y

	Current Financial Statement, Audited
	Current Association financial statements, including audited statement
	CMC
	Corporate Computer; Manager's office
	FINANCE
	Available also for Disclosure Package
	Y

	Audit as of Transition
	Unless Transition is at end of Fiscal Year, an audit at the turnover cutoff date is necessary.
	CMC
	
	FINANCE
	Not needed.  Transition was within a month.
	Y

	Schedule of Assessments
	Schedule of assessments for phased projects.  (If applicable.)
	CMC
	
	FINANCE
	No such projects as of May 2013
	Y

	Schedule of Developer Payments 
	Schedule of developer payments for assessments, lot assessments, deficit subsidy payments, etc.
	CMC
	Corporate Computer
	FINANCE
	In annual audits and C-3 system by Lots
	Y

	Tax Returns
	Association Federal and/or State tax returns filed. 
	CMC
	Hard copy andd Corporate Computer
	FINANCE
	Federal returns
	Y

	Budgets 
	Budgets for all phases.  Include past, current year, and any future budgets.
	CMC
	Corporate Computer
	FINANCE
	Also see sequence of Disclosure Packages
	Y

	Budget/Assessment Report
	All Budget/Assessment Reports, including the 10 Year Budget/Assessment Report.
	CMC
	Corporate Computer
	FINANCE
	Also see sequence of Disclosure Packages
	Y

	Budget Description/ Justifications
	Description of each line item of the current budget, and for each available previous budget.
	CMC
	Comprehensive
	FINANCE
	With annual budgets (unpublished)
	Y

	Delinquency Reports
	Accounts payable records concerning delinquent accounts.
	CMC
	Corporate Computer
	FINANCE
	Confidential monthly summary, C-3
	Y

	Outstanding Assessments
	Accounts payable records of outstanding assessments from Owners, including developer
	CMC
	Corporate Computer
	FINANCE
	Confidential monthly summary, from C-3 system
	Y

	Fiscal Year End
	Documentation of date of Fiscal Year End for Association
	CMC
	Corporate Computer
	FINANCE
	December 31, see tax returns, Articles of Incorporation
	Y

	Federal Exemption Form 
	Federal Tax Exemption Application, IRS Form 1023
	CMC
	Corporate Computer
	FINANCE
	Basic tax record
	Y

	Non-Profit Corporation Statement
	IRS Approval of Association as tax exempt non-profit corporation
	CMC
	Corporate Computer
	FINANCE
	Basic tax record
	Y

	Schedule of Capital Contribution Amount by Developer
	Notification of and schedule of Capital Contribution Amount by Developer.  (If applicable.)
	CMC
	
	FINANCE
	Not applicable
	Y

	Schedule of Developer Payments
	Schedule of developer payments for all unpaid deficit incurred before the Declarant Control Period ended, for homes used as models, and for all other assessments and payments required by Association Documents.
	CMC
	
	FINANCE
	No longer applicable as of Feb. 1, 2012; deficit payments until Transition based on annual audits; assessments by Lot recorded as other owners; see C-3 files
	Y

	Invoices 
	Invoices for Association (unpaid).
	CMC
	Corporate Server
	FINANCE
	New “Dashboard” utility, using images to get approvals for payments
	Y

	Paid Bills 
	Paid bills
	CMC
	Corporate Server
	FINANCE
	New “Dashboard” utility, using images to get approvals for payments
	Y

	
	
	
	
	
	
	


�	 Identifies the custodian (by office or location) who maintains a copy of the document, such as “CMC” for the Managing Agent.  If the custodian is other than the Managing Agent, identifies the custodian by office or location. 


�	 Identifies whether it is paper (hard copy) or electronic (digital or computer) and where it is stored and available.  “Comprehensive” means paper in Manager's office as well as digital on Regency server (R-server), on CMC corporate server (C-server), and on Associa backup server in Dallas, TX.


�	 Identifies the Committee(s) most likely to use the record in their work.  The Board and Managing Agent are presumed main users of all records.


�	 "Done" means the checker found that: the document exists and is the original or an exact duplicate; the document is readily retrievable and available; its custodian, location, and storage media were verified.
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