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This handbook was revised and prepared in May 2021 by the Board of Directors of the Keswick Condominium Association to serve as a reference source of general information about the community, the Rules & Regulations by which we shall all live, and the governance of the Association. This is not a substitute for the Declaration & Bylaws, which governing documents should be read and understood by every Unit Owner. In the event of a conflict between the Rules & Regulations, as defined in this handbook, and the Declaration & Bylaws, the Declaration & Bylaws are the controlling documents.
Effective date: July 1, 2021
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I. [bookmark: _Toc72763067]INTRODUCTION
The Keswick Condominium Association includes forty-four condominium units in seven buildings with two utility buildings. The condominium property is situated in the State of Ohio, County of Franklin, City of New Albany, located in Quarter Township 3, Township 2, Range 16, United States Military Lands and being out of Lot 7 of that subdivision entitled “New Albany Country Club Section 19.”

Since December 10, 2003, the Association has been guided by various legal documents; these documents and good neighbors are the foundation upon which the Association has been able to attain and sustain a very desirable community in which to live.

The Rules & Regulations Handbook (“Handbook”) is intended to provide pertinent information easily accessible by Unit Owners and Occupants. It is a brief synopsis of the Association’s Declaration & Bylaws, recorded in the Office of Franklin County Auditor Joseph W. Testa on December 1, 2003, amended on March 10, 2009, September 21, 2010, May 16, 2013, and October 10, 2017. The Handbook will provide a quick and easy reference on important matters that affect the operation of and living at Keswick Condominiums, and provide clarity where the Declaration is ambiguous.

Should there be a conflict between the Handbook and the Declaration & Bylaws, the Declaration & Bylaws will govern.

We believe you will find these Rules & Regulations reasonable and trust that you will cooperate by upholding them. Life in a condominium community is different from life in a private home. One of the most important principles that you will recognize as a condominium occupant is your responsibility to observe the Rules & Regulations designed to maintain a high quality of life in the community.

Any inquires or concerns must be directed to our Community Association Manager (see pg. 4).

The Board of Directors
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II. [bookmark: _Toc72763068]THE BOARD AND THE ASSOCIATION
1. [bookmark: _Toc72763069]The Board of Directors
The Board is comprised of volunteer Unit Owners, who are members of the Association. The membership of the Association elects three Unit Owners to serve three-year terms; the terms are staggered to allow for continuity. Each year one Unit Owner will be elected at the Annual Meeting held in the second calendar quarter. 

2. [bookmark: _Toc72763070]The Association
The Board governs the day-to-day decisions for the Association. An excerpt from Kaman & Cusimano, the Association’s attorney, defines what an association is and what it is not: 

There are many forms of governance that are NOT applicable to a community association. As an example, some think they have bought into a democracy in which they are entitled to vote on everything. A community association is NOT a democracy.  A community association is NOT a social organization. Many owners have belonged to a civic organization or to a union. These owners may believe that the community association is similarly run. They may believe that a board makes a recommendation to the members, such as on an annual budget, and the members vote for or against the budget. A community association is NOT a civic organization or union. Occasionally, owners think they have bought into a dictatorship or monarchy where one board member, usually the occupant, makes all decisions individually. It is important to remember that all board members are elected, not anointed. A community association is NOT a dictatorship or monarchy.

A community association IS a business, and a very substantial business at that. Virtually every association is subject to a corporate form of governance. For example, if an individual purchases $100,000 worth of General Motors stock, that individual is entitled to attend the General Motors annual meeting during which the election of a governing board takes place. The same concept applies in an association. An owner has the primary right of attending the annual meeting during which the election of the association’s governing board takes place.

3. [bookmark: _Toc72763071]Association Board Meetings
The Board meets no less than quarterly, to review the Association’s finances and operations. The Annual Meeting of the Association membership will be called in the second calendar quarter of each year, with a minimum of five days advance notice. Special meetings of the Association may also be called as provided in the bylaws.

Board meetings are open to all members of the Association and those Unit Owners are invited to listen to the business of the Board. If there is a need for confidentiality the Board may elect to go into an Executive Session, at which point the attending Association membership will be asked to vacate.  


4. [bookmark: _Toc72763072]Conducting Board Meetings
The Board will conduct meetings based on an agenda which covers the vital business of the Association. The Board and management company alone will participate. The Bylaws allow members to observe but not participate in Board meetings.  However, an agenda item is included during each Board meeting for Unit Owner comments and discussion during which the attending membership may speak briefly or give feedback on relevant issues. New issues may not be acted upon immediately by the Board, and may be tabled for future discussion, follow up, or a vote. 

5. [bookmark: _Toc72763073]Condominium Declaration & Bylaws
Every Unit Owner should have received a copy of the Condominium Declaration & Bylaws at or before the closing on his or her Unit.  These documents describe the ownership and maintenance of the property, declare restrictions, and explains the corporate operation of the Association.  Unit Owners are assumed to have read these documents, which are in your Unit’s chain of title. 

6. [bookmark: _Toc72763074]Purpose of Rules & Regulations
The purpose of the Rules & Regulations of the Keswick Condominium Association is to establish rules that will preserve our assets, control operating and maintenance costs, and provide for a harmonious living environment.  The condominium industry recognizes that a source of a condominium’s resale value lies in the well-kept and uniform appearance of the entire community and it is to this end that the Board, pursuant to the Declaration & Bylaws, adopted many of these Rules & Regulations. The Board may amend the Rules & Regulations as conditions change. Such change will prompt a revision to this Handbook and will be issued to each Unit Owner.

7. [bookmark: _Toc72763075]Committees
The Board may form committees at its discretion to assist in the management of community activities and affairs. Volunteer Unit Owners will serve on committees as appointed by the Board, with one committee member being designated as committee chairperson.  All Unit Owners are encouraged to be actively involved in their community and to volunteer for committee appointment or help with special projects.  











III. [bookmark: _Toc72763076]CONDO ASSOCIATION MANAGEMENT COMPANY
Condo Management of Columbus
This is the community association management company retained by the Board of Directors for the Keswick Condominium Association.
Condo Management of Columbus
P.O. Box 28249
Columbus, Ohio 43228
Office telephone: (614) 488-7711
Office fax: (614) 488-7707
Website: www.condocolumbus.com
Assigned Community Association Manager
Kasi Cox, CMCA, AMS
Direct telephone: (614) 488-7711 Ext. 527
Email: kasi@condocolumbus.com
Website: www.condocolumbus.com

IV. [bookmark: _Toc72763077]IMPORTANT TELEPHONE NUMBERS
Emergency Police/Fire Departments 	 911

City Police Department 	 (614) 855-1234

City Fire Department (Plain Township) 	 (614) 855-7370



American Electric Power (Emergency) 	 (800) 277-2177

City of Columbus Water Department 	 (614) 645-8270

Columbia Gas (Emergency) 	 (800) 282-0157

Rumpke (Trash) 	 (614) 939-2222



City of New Albany 	 (614) 855-3913

Columbus Library, New Albany Branch 	 (614) 645-2275

Community Development Inspection Scheduling 	 (614) 939-2222

New Albany Schools, Administration Office 	 (614) 855-2040

New Albany Chamber of Commerce 	 (614) 855-4400
V. [bookmark: _Toc72763078]INTERIOR MAINTENANCE AND EMERGENCY RESPONSIBILITY 
1. All interior maintenance, including that which is an emergency in nature, is the responsibility of the Unit Owner. If Association management dispatches a maintenance technician to address an interior emergency maintenance item, the cost of the service call 
and maintenance is the responsibility of the Unit Owner.

2. Any interior maintenance, repairs, or improvements must meet the laws and requirements of the City of New Albany and the New Albany Country Club Association (NACCA). NACCA rules are available online.

VI. [bookmark: _Toc72763079]FINANCIAL MATTERS
1. [bookmark: _Toc72763080]Association Assessments
A. All assessments are due on the first day of the month and are considered late if not received by the 10th of the month.

B. An administrative late charge of $25.00 per month will be added for any late payment or on any balance of unpaid assessments. (Subject to increase upon further notice.)

C. The Association will apply any payments in the following order:
i. Interest owed to the Association
ii. Administrative late fees owed to the Association
iii. Collections cost, attorney’s fees, and paralegal fees incurred by the Association in collecting the assessment; and, finally
iv. Oldest principal amounts owed for common expenses, enforcement or other assessments, and any other individual assessments charged to the account.

D. Any unpaid assessment may result in collection action, including letters, liens, updated liens, suits for money judgement, and foreclosure.  Once judgement is obtained, the Association may proceed with post-judgement action, including bank attachment and wage garnishment.  Any costs the Association incurs in the collection of unpaid assessments including non-sufficient bank fees, attorney’s fees, recording costs, title reports, and court costs, will be charged back to the Unit Owner account.

E. While a foreclosure case is pending, partial payments may not be accepted unless, through a formalized payment plan or Receiver, approved by the Court.

F. If any Unit Owner (either by their conduct or by the conduct of any Occupant) fails to perform any other act required by the Declaration, the Bylaws, or the Rules and Regulations, the Association, after giving proper notice and an opportunity to request a hearing, may levy an enforcement assessment, undertake such performance, or cure such violation.  Any costs the Association incurs in taking such action will be charged back to the Unit Owner’s account.

G. If any Unit Owner is more than 30 days past due in the payment of any assessment, the Association may suspend privileges including the right to vote, the use of the amenities, or the ability to apply for architectural approval.

H. In the event any check is returned for non-sufficient funds, the check amount will be charged back to the individual account.  

2. [bookmark: _Toc72763081]Association Insurance
The Association will maintain appropriate levels of insurance in accordance with the Declaration. The policy covers the Common Elements, including the structural components of the buildings and the Limited Common Elements. A copy of the policy can be obtained upon request from the Association Management company for the cost of copying and postage.  Unit Owners who are not Board members are prohibited from filing insurance claims on the Association’s policy.
3. [bookmark: _Toc72763082]Condominium Unit Insurance Coverage (HO-6)
Unit Owners should consider obtaining individual insurance on their Unit and personal property, as well as any and all additions, improvements, betterments, and upgrades to the Unit.  Consider documenting these improvements with photographic or video evidence.

Unit Owners also may want to add to their insurance coverage for their responsibility for any repairs or expenses up to the amount of any applicable deductible for loss or damage to their Unit not covered by the Association.

4. [bookmark: _Toc72763083]Insurance Disclaimer
The above is provided solely for informational overview purposes. A Unit Owner is responsible for and is encouraged to determine their individual insurance requirements upon consultation with a qualified insurance expert.

5. [bookmark: _Toc72763084]Claims
Claims made against the master policy must be filed by the Board.

6. [bookmark: _Toc72763085]Unit Owner Responsibility for Utilities
Each Unit Owner is responsible for utility services separately metered or separately charged by the utility company to that Unit; this includes gas, electricity, and water. All other utility costs, including Common Element irrigation, are common expenses and paid by the Association through the collection of monthly assessments (see “Association Assessments.”)  Unit Owners are responsible for maintaining, repairing, and replacing the utility fixtures and lines exclusively serving their unit.

VII. [bookmark: _Toc72763086]COMMON ELEMENTS AND LIMITED COMMON ELEMENTS
1. [bookmark: _Toc72763087]Meaning of the Common Elements 
Common Elements is all the condominium property, except that which is defined to be the Unit.  The common elements are collectively owned by all Unit Owners as tenants in common.
2. [bookmark: _Toc72763088]Meaning of the Limited Common Elements
Those portions of the Common Elements that the Declaration designates to serve one Unit and whose use, benefit, and enjoyment are reserved for the lawful Occupants of that Unit. They include the front porch, rear porch, and driveway.  They do not include the fences.

3. [bookmark: _Toc72763089]Purpose of the Common Elements
The Common Elements are for the sole and exclusive use, benefit, and enjoyment of the Occupants for the purpose and manner in which such elements are ordinarily used. All Unit Owners jointly own the Common Elements, including the Limited Common Elements. Using the Common Elements or Limited Common Elements in such manner as to disturb others is prohibited.

4. [bookmark: _Toc72763090]Environment of the Common Elements
A. Each Unit Owner must promptly report, in writing, to the management company the need for any repairs to Common Elements that are the obligation of the Association to maintain. Attaching a picture of the repairs needed to the email is helpful. Failure to promptly report the needed maintenance will be considered negligence.

B. Any damage to the Common Elements caused by a Unit Owner or Occupants, including tenants or guests of a Unit Owner, will be repaired, or replaced at the expense of the Unit Owner.

C. Noise or use of any machine, equipment, device, tool, vehicle, or other item that creates any noise that exceeds 60 dB in volume, whether indoors or outdoors, at any time of day is prohibited. 

D. Unit Owners and Occupants are prohibited from giving work instructions to, harassing, or communicating with an Association contractor, e.g., landscaper, snow plower. This requirement is not intended to reduce or refuse service; it is an administrative procedure to ensure that the contractor is performing the work in accordance with the contractual agreement. All service contractor requests should be submitted to the management company.  Unit Owners will be held responsible for any additional costs suffered by the Association resulting from Unit Owner interfering with the Association’s contractors.

E. Disposing of hazardous, flammable, or volatile materials on the Common Elements or in storm sewers is prohibited.



5. [bookmark: _Toc72763091]Snow Removal Policy
The Association will:
A. Have a goal of passable streets and drives within 24 hours after the end of a winter event that deposits three inches or more, allowing vehicles to maneuver without being stuck. 

B. De-icing will be done on alley streets only during solid ice, sleet, or freezing rain conditions that are not expected to melt naturally within 24 hours.  The Association cannot possibly eliminate all ice on the Common Elements.  Unit Owners must exercise caution and expect ice and slippery conditions when temperatures are near freezing or freezing.  Unit Owners are responsible for advising their guests to also expect slippery conditions.

The Association will not:
A. Clear steps or brick approaches to the front door.

B. Clear individual driveways.

C. Return calls regarding snow/ice removal during declared snow emergencies. Please consult these guidelines for information during these busy times when it is impossible to return all phone calls.

The Unit Owners will:
A. Be responsible for clearing front steps and approaches.

B. Be responsible for shoveling and clearing their owner driveways or contracting with someone to do so for them.

C. Only use deicing materials on steps, approaches, or driveways that do not damage lawns or shrubbery.  The Association is not responsible for replacing landscaping that is damaged by a Unit Owner’s spreading of rock salt that is then shoveled or pushed onto landscaping.  It is suggested that calcium chloride or a similar product be used.

D. Be aware that there will always be a possibility of snow piles during preliminary snow 
removal activities and should keep a snow shovel on hand.

E. Understand that snow and ice management services require personnel to be exposed to extreme or severe weather conditions and the contractor may suspend services until conditions have abated.



VIII. [bookmark: _Toc72763092]BUILDINGS AND GROUNDS
1. [bookmark: _Toc72763093]Flags
A. The American flag, State of Ohio flag, POW/MIA flag, and military banners may be flown or displayed at any time following normal flag protocol. Flags must be in good condition 
and be no more than 3 ft. x 5 ft.

B. One school or team flags can only be flown on game days. Flags must be in good condition 
and be no more than 3 ft. x 5 ft.

C. Flag holders can only be installed on the front yard light post and are not permitted to be installed on any siding (wood, Hardiplank, or brick). Any damage resulting from inappropriate installation, such as hole drilling, which permits water to enter the area causing wood damage, either immediately or in the future, is the responsibility of the Unit Owner.

2. [bookmark: _Toc72763094]Personal Property
A. Wind chimes are permitted in the rear patio Limited Common Element only with the written consent of the Unit Owners immediate neighbors.

B. Statues, statuettes, bird feeders, birdbaths, lawn ornaments, and decorative art are permitted without permission only in the fenced, back patio Limited Common Elements. Written permission for placement in end-unit open-back patios must be obtained from the Board of Directors. The management company will facilitate any application.

C. Lawn and yard ornaments are prohibited in or on the Common Elements.

D. Furniture is prohibited on the front porch.

E. Seasonal front door and front porch decorations, outside of holiday periods, are permitted, but must be or have the appearance of natural materials.

F. Doormats with rubber backings are prohibited on the front steps primarily because dampness and water damage to those steps may occur.

G. Laundry, towels and swimsuits, or rugs are prohibited to be hung anywhere on the property including, but not limited to, the rear patio area, porches, or fences. 

H. Clotheslines of any kind are prohibited.

I. All personal property, such as lawn chairs, bicycles, tables, chairs, etc., must be kept within the Limited Common Element rear patio or the garage. The Board respectfully asks those owners of end units where the patio is open to consider storage in their garage.

J. Leaving any personal property in the Common Elements unattended is prohibited.

K. Landscape lights are prohibited except in the rear patio Limited Common Element of each Unit with Board approval. Lights must be no greater than 24 inches high and must be of sufficiently low intensity so that the adjacent neighbors are not disturbed. Applications 
must be made to the Board through the management company.

L. The Unit Owner assumes all responsibility for landscape light installation and maintenance. Should lights be damaged in the normal course of property management, through lawn mowing or any other maintenance activity, the Unit Owner is responsible for the repair or replacement of the damaged lights.

M. Unit Owners are prohibited from hanging anything on the inside of windows except inoffensive drapes, curtains, blinds, and louvers designed and sold as window treatments.

N. Garbage, trash, waste, and recycling is prohibited outside the Unit except when in sealed bags within a garbage bin or recycling bin and placed at the curb from 7pm the day before pick-up until 9pm the day following pickup.  Garbage bins can be purchased directly from the Keswick trash contractor, Rumpke, or purchased from any local hardware store. 

3. [bookmark: _Toc72763095]Signs
A. One professionally manufactured exterior For Sale sign is allowed of the standard defined by the Keswick Condominium Association and approved by the New Albany Country Club Communities. Signs can be ordered through any real estate agent or directly from a sign 
manufacturer familiar with New Albany (see Appendix.)

B. Open House directional signs are allowed during the event period only.

C. Security system signs may be displayed in the front garden bed closest to the front door and the rear garden bed closest to the back gate. Alternatively, a decal may be placed in 
one front and one rear window.

D. Political signs are prohibited.

E. All other signs are prohibited (team, school, etc.).

F. A school sponsored graduation sign may be displayed for 30 days.

4. [bookmark: _Toc72763096]Holiday Decorations
A. Holiday decorations may be displayed no more than thirty (30) days before any holiday 
and must be removed within fifteen (15) days after the holiday.

B. Decorations are only permitted without written Board approval in or on Limited Common 
Elements and front porches and steps.



C. Decorations are allowed only with prior approval of the Board of Directors in or on the Common Elements. A written request with clear plans must be submitted at least thirty 
(30) days in advance of potential installation.

D. All decorative lights are prohibited on the buildings’ exterior, except for a display of simple white lights rated for outdoor use that do not puncture the exterior surface of the building.

E. Front door decorations, such as a wreath or other door hanging, are acceptable for holidays and should be or have the appearance of natural materials. 

F. Decorations must not be permanently attached.

G. Decorations are prohibited to cause any permanent damage to the Common Elements or Limited Common Elements. Any repairs resulting from installation damage will be the responsibility of the Unit Owner.

5. [bookmark: _Toc72763097]Flowers, Trees, and Shrubs
A. Unit Owners are prohibited to plant any flowers in the Common Elements.

B. Plantings are prohibited to interfere with the maintenance of any condominium property 
for which the Association is responsible.

C. A free-standing trellis structure must be used for vines or any climbing plants in the rear patio to prevent damage to and allow maintenance of fences and walls, but only with Board written approval. Any damage caused to the fence or walls will be replaced at the Unit 
Owner’s expense.

D. Prior Board written approval is required before a Unit Owner makes modifications to the Limited Common Element patio area. Non-owner Occupants must work through the Unit 
Owner. (See, “Modifications, Alterations, and Maintenance.”)

E. Front porch planters and flower boxes of traditional materials or giving the appearance of traditional materials such as stone or cast iron, are permitted on the front porch, front steps, immediately in front of steps.  They can measure no higher than 30 inches.

F. Driveway planters - A single planter of traditional materials, or giving the appearance of traditional materials, such as stone or cast iron, is permitted on the driveway between the two garages. This planter must have a drainage dish or tray underneath and not drain directly on to the driveway.  It can measure no higher than 24 inches.

G. Planters and flower boxes are prohibited in alleys and on common walkways.

H. Planters and flower boxes must be removed from the Common Elements and Limited 
Common Elements by November 15th each year.

I. Shepard hooks are prohibited except in the rear patio Limited Common Element.

6. [bookmark: _Toc72763098]Electronics and Technology
A. Acceptable Satellite Dishes-  One direct broadcast satellite (“DBS”) one meter (39.37”) or less in diameter, one multichannel multipoint distribution service antenna (“MMDS”) one meter or less in diameter or diagonal measurement, and one antenna designed to receive local television broadcast signals (hereinafter referred to in the entirety as “dish(es)”), per unit, are permitted.  Additional dishes may not be installed unless the Unit Owner establishes a specific need for such dished reasonably necessary for reception of an 
acceptable quality signal.

B. Location of Installation – All dishes must be installed indoors unless acceptable quality signals cannot be received.  If it is necessary to install outdoors, the dish must be installed behind the Unit or in such other location as to ensure that the entire dish is not visible first from the street and second from neighboring Units.  If an acceptable quality signal cannot be received in a location not visible from the street, the dish will be installed in such a location providing an acceptable quality signal and the maximum protection against visibility from the street and neighboring Units as is reasonably possible.

C. Installation of Satellite Dishes
i. All dishes must be installed in compliance with local building and safety codes, in 
accordance with the manufacturer’s instructions.

ii. All installations will take aesthetic considerations into account.  There will be a minimum of exposed wiring on the exterior of the Unit, which wiring will be buried in the ground (if applicable) and will enter the Unit at the point closest to the installation location of the dish.  Any portion of the dish(es), mast(s), and wiring that are visible from the street or neighboring Unit will be painted to match the color of the structure they are adjacent to or attached to unless otherwise camouflaged, shielded, or screened as provided for in Paragraph C.iii.  Dishes are not permitted to bear or display 
any visible logos or advertising.

iii. Dishes must be camouflaged, screened or shielded by landscaping or other objects, such as imitation rocks, as approved or instructed by the Board, to prevent view of the dish(es) from the street and from other Units to the maximum extent possible.

iv. All contracted for installers must maintain general liability insurance, including complete operations, of at least $1,000,000.00 and Workers’ Compensation coverage.

D. Maintenance
i. Dish owners are exclusively responsible for all maintenance costs including, but not limited to, costs to replace, repair, maintain, move (either on a temporary or permanent basis when necessary in conjunction with the Association’s maintenance, repair, or replacement of those portions of the Condominium Property (including, but not limited to, all Common Elements and Limited Common Elements) caused by the installation, maintenance, repair, replacement, or removal of dishes (including, without limitation, excessive wear and tear to any portion of the Condominium Property as solely 



determined by the Board); and, to pay any medical expenses or other damages or loses for any person’s injuries caused by installation, maintenance, repair, 
replacement (or lack thereof), or removal of the dishes.

ii. Unit Owners have 72 hours to remove or repair a dish if it becomes detached from its installation base.  The Association may remove the dish at the Unit Owner’s expense after 72 hours, or at any time if the detachment threatens the safety of persons or property.
E. Masts - Mast height may not be higher than absolutely necessary to receive acceptable quality signals.  Masts extending greater than 12 feet above the roofline must be pre-approved by the Board and must be installed by a licensed and insured contractor.

F. Notification and Waiver – the notification and waiver (see Appendix), along with a drawing of the proposed dish installation location, height and screening materials must be 
submitted to the Board prior to any installation.

G. Severability- if any of the foregoing guidelines and rules or provisions are declared void, such provision will be deemed severed from these guidelines and rules which otherwise 
remain in full force and effect.

H. Note – the above guidelines are intended to be flexible to provide the Board with the ability to address any and all circumstances that may arise in connection with a request to install a dish.  All decisions by the Board will be documented and maintained in the Association’s meeting minutes records, including any extenuating or unique factors involved in the decision-making process.  As with any Board promulgated rule, the Board reserves the right to add to, delete, modify, or otherwise amend the above guidelines as it deems 
necessary for the health, safety, and comfort of all Occupants.

I. All current NACCA rules must be followed.
7. [bookmark: _Toc72763099]Modifications, Alterations, and Maintenance
A. Board approval is required for any modification or alteration to the Common Elements or Limited Common Elements. The Unit Owner must submit complete plans for any modification or alteration through the management company. Plans must include specifications of the specific nature of the project including but not limited to kind, shape, height, materials, color, location, and anticipated start and completion dates. In addition, references should be supplied for the contractor or person doing the proposed work. A 
form is provided in the Appendix of this handbook.

B. With written Board approval but prior to initiating the modification or alteration, the Unit Owner will sign appropriate documents that will:
i. Fully define the scope of the modification or alteration.

ii. Acknowledge that the granting of Board approval does not in any way constitute a change as to how the property being modified or altered is defined and that it remains 
defined as common property.



iii. Make the Unit Owner, or subsequent Unit Owner, responsible for all maintenance and damage repair to the modification or alteration, irrespective of how that damage was created. The Unit Owner, or subsequent Unit Owner, is also responsible for any additional maintenance or repair costs realized by the Association as a direct result of 
the presence of that modification or alteration.

C. The use of salt on concrete or brick porches, walkways, and patios is prohibited. Magnesium chloride, calcium chloride, or any other nondestructive deicing agent must 
only be used.

D. Unit Owners are prohibited to make any decorative additions to the exterior of any building. Decorative elements falling under this ruling include but are not limited to awnings, shutters, canopies, and anything attached to the exterior of the building.

8. [bookmark: _Toc72763100][bookmark: _Hlk62735635]Painting Policy
The Association is responsible for painting:
	Item
	Benjamin Moore Color
	Color Code

	Mailboxes
	Black Forest Green
	Pre-Mixed

	Light Poles
	Black Forest Green
	Pre-Mixed

	Fences
	Black Forest Green
	Pre-Mixed

	Exterior Siding and Trim
	Poplar White
	Pre-Mixed

	Gutters 
	Pearl
	Pre-Mixed

	Down Spouts
	Copper and Pearl
	Pre-Mixed

	Roof Shingles
	Georgetown Gray
	



The Unit Owners are responsible for all window trim, skylights (if any), screens, doors, and garage doors, including storm doors and windows (if any) as well as the frames, sashes and jambs, and the hardware, therefore.  The door color must match the shutter color.

	Unit No.
	Benjamin Moore Color
	Color Code

	5, 8, 13, 20, 25, 29, 39
	RD-Townsend Harbor Brown
	HC-64

	3,15, 18, 35, 37
	BR- Branchport Brown
	HC-72

	6, 12, 21, 28, 34, 44
	OL- Gloucester Sage
	HC-100

	2, 9, 14, 19, 24, 31, 36, 40
	BU-2 Hale Navy
	HC-154

	11, 23, 32, 43
	GY- Knoxville Gray
	HC-160

	1, 4, 7, 10, 16, 17, 22, 27, 30, 33, 38, 41, 42, 45
	BK- Black
	Int/Ext Green Ready Mix.



IX. [bookmark: _Toc72763101]PERSONAL ACTIVITIES
A. Garage sales and tag sales are prohibited except where endorsed and approved by the Board as a community event.

B. Recreational activities in the alleys are prohibited.

C. Solicitation of any kind is prohibited.

X. [bookmark: _Toc72763102]PETS
A. Animals other than those classified as household domestic pets are prohibited.  Non-household pets that are prohibited including, but are not limited to, rabbits, livestock, fowl, poultry, pigs, snakes or other reptiles, horses and wild hybrids, along with any rare or unusual pet kept within a human household, which is generally thought of as a wild species, not domesticated, and not typically kept as a pet.

B. Household domestic pets are limited to no more than three.

C. Pets are prohibited to be bred or maintained for commercial purposes.

D. Pet owners are responsible for immediately and completely cleaning up waste after their animals. Owners failing to do so will be assessed the costs for grounds maintenance people to do the cleanup. Owners who consistently fail to clean up after their animals may be faced with the removal of the offending animal from the condominium property upon written notice from the Board.

E. Pets are prohibited on the Common Elements or the Limited Common Elements unless on a handheld leash and under the complete control of the owner.

F. Animal houses or pens are not permitted on patios, porches, or any Common or Limited Common Elements.

G. The cost of repairing any type of damage to any Common Element or Limited Common Element caused by an animal will be assessed to the owner of the offending animal.

XI. [bookmark: _Toc72763103]VEHICLE PARKING
A. All parking by Occupants or guests of Occupants shall be first inside of the garage. If space is not available within the garage, then parking may overflow onto the driveway Limited Common Element in front of the garage door.

B. Vehicles are prohibited to be parked in any manner that blocks any street, alley, or driveway. Blocking the ingress and egress to any other Unit Owners garage is prohibited.

C. Parking along the private alley is prohibited.

D. Parking and/or driving on any lawn or other nonpaved surface is prohibited.

E. Boats, trailers, motor homes, recreational vehicles, trucks larger than 1.75-ton pickups, campers, travel trailers, or similar vehicles may be parked in the driveway for a period no longer than 24 hours in a one-week period without advance approval by the Board.



F. Dumpsters can be parked in driveways up to 30 days in a 365-day period.  The Board must approve any dumpsters in driveways longer than 30 days.  Dumpsters parked in front of a unit need to be approved by the City of New Albany, as they own and control those streets.

G. Vehicle repairs are prohibited on condominium property.

H. Vehicles that have been rendered inoperable because of flat tires, dead battery, expired tags, etc., are prohibited to be parked in any area on or immediately adjacent to the property except for short-term emergency service. Unit Owners and their guests will make every effort to protect the Common Elements and Limited Common Elements paved areas, such as using wood to distribute jack pressure, while effecting repairs. Unit Owners will be responsible for any damage caused.

I. Vehicles with commercial plates and/or signage are prohibited to be parked on Limited Common Elements (driveways) or Common Elements (guest parking) at any time, except when on condominium property to provide services to a particular unit.

J. Commercial moving vans and trucks or other commercial vehicles in the area to perform service or repair work for a Unit Owner, for the management company, or for the Board are authorized exceptions for the length of time necessary to accomplish the aforementioned work. Whenever possible, moving vans should be parked in front of homes.

K. Any commercial vehicles allowed are prohibited to interfere with the normal flow of traffic and any regular service vehicles such as refuse collection and postal service.

L. Violation of any of the above parking and vehicle operating rules can result in towing, without notice, at the vehicle owner’s expense.

XII. [bookmark: _Toc72763104]TENANCY
1. [bookmark: _Toc72763105]Moving
A. If a Unit Owner is moving it is required that the management company be notified of the 
move-out date, the new Unit Owner of record, and the closing date.

B. It is the current Unit Owners responsibility to make certain that all condominium 
assessments are current.

C. All vehicle operating rules must be followed (see “Vehicle Parking”).

2. [bookmark: _Toc72763106]Leasing of a Condominium
A. The number of occupants is limited to that permitted by local housing, health, and other regulations covering the Keswick Condominium Units.

B. No Unit shall be used for any purpose other than that of primarily a residence for individuals living as a single-household Unit.
C. No Unit shall be used as a group home, commercial foster home, etc.

D. The Board of Directors of has promulgated the following rules for a Unit Owner when leasing a Unit to another individual or individuals:

i. Every lease and renewal lease covering a Unit must be in writing and duly executed by the parties thereof. It shall contain all the provisions required by this handbook and 
not be for a period of less than one year.

ii. The Unit Owner is responsible for any agent, tenants, tenant’s guests, or their agents for their actions and compliance with the Bylaws, Declarations, and Rules and Regulations.

iii. The Unit Owner’s account is the only account recognized by the Association, and all assessments to an account are the responsibility of the Unit Owner.

iv. The Unit Owner must fulfill all responsibilities to the Association.

v. A copy of the tenant’s lease must be recorded with the management company along with a signed copy of the Rules and Regulations.

vi. Tenants should refer all requests or needs to their respective Unit Owner or agent(s) of the Unit Owner. In the case of a dire emergency, a tenant may contact the Board 
or the management company.

vii. The Unit Owner is responsible to hear and report a tenant’s requests, complaints, or observations and to convey that information to the Board or to the management company on a timely basis if necessary, to facilitate action.

viii. The Unit Owner is responsible for administering the leased property and to make sure tenants have knowledge of and abide by the Association Bylaws, Declaration, and Rules & Regulations of the community.

XIII. [bookmark: _Toc72763107]COMPLAINT AND ENFORCEMENT PROCEDURE
1. [bookmark: _Toc72763108]Dispute Resolution
Occupants who have problems with those who do not follow the Rules & Regulations are encouraged to try to resolve the issues informally.

Any Unit Owner or other Occupant who feels that a rule has been violated may file a formal complaint with the Association Management agent, (see “Management Company” for contact information.) A form is provided in the Appendix of this handbook.  Anonymous complaints do not provide enough evidence to support enforcement action by the Board.  The complaint 
must contain the name of the person making the complaint.



The anonymity of the complainant will be protected as long as legally possible. Once the complaint is received, the management company and the Board will review the complaint and, if warranted and at the discretion of the Board, will send a violation letter to the offender and all Board members. The management company will send the Occupant a copy of the section of the Handbook titled Dispute Resolution. The Unit Owner or Occupant has ten days to respond to the letter.

2. [bookmark: _Toc72763109]Enforcement Procedure
A. The Board reserves the right at any time, in its sole discretion, to refer any matter to the Association’s attorney in lieu of or in addition to the procedure below.  The Board will refer the following matters to the Association’s legal counsel immediately:

i. The Unit Owner or Occupant has retained an attorney.

ii.	The Unit Owner or Occupant has accused the Board of an unlawful action (e.g. Fair Housing violation).

B. Any Board member who submits a complaint regarding a conduct violation will be disqualified from serving in any capacity as a Board member in relation to that specific complaint.

C. The Management Company is authorized to send the notices of rule violations by notifying the alleged responsible Unit Owner in accordance with the enforcement policy and this procedure.

D. Any proposed enforcement assessment will not exceed $1,000.00 per violation plus the total actual costs of damages for the cost to remove the violation, repairs, or clean-up.

E. Following a hearing, and after considering the complaint(s), supporting evidence, and the responsible Unit Owner’s explanation or defense, the Board will determine whether to impose an enforcement assessment and costs of damages, if any, to the Unit Owner’s account.

F. If a Unit Owner does not request a hearing within the 10 day requirement, the Board authorizes the enforcement assessment, in the amount stated in the “notice of intent” letter, along with the amount stated for damages, if any, to be immediately charged to the 
responsible Unit Owner’s account.

G. If the Unit Owner fails to request a hearing within 10 days, or the Board determines to impose the assessment or damages after a hearing, the Board will send written notice of such assessment or damages to the Unit Owner after the 10 day hearing request period or within 30 days following a hearing.  If the Board intends to impose additional recurring enforcement assessments for continuous or ongoing violations, the notice shall also 
inform the Unit Owner of that intent.



H. If the violation continues after the imposition of two or more separate charges for enforcement assessments or damages, whether for single or accumulated charges in an amount that reaches $1,000.00, the responsible Unit Owner will be deemed non-responsive and the Board will decide to either a) authorize the Association’s attorney to file a lien to secure payment, or b) refer the matter to the Association’s attorney for further enforcement action, or c) both.

XIV. [bookmark: _Toc72763110]ANTI-HARASSMENT POLICY
The Association will not tolerate harassment of any Unit Owner, Occupant, employee, Community Association Manager, contractor, or other party for any reason, to the extent protected by Federal, State or local laws, including but not limited to abusive comments or conduct predicated upon race, color, creed, religion, ancestry, sexual orientation, national origin, citizenship, age, sex, disability, pregnancy, genetic information, military status, or veteran status.  All harassment that adversely affects any other Occupant’s living conditions is prohibited.  All harassment that adversely affects an employee’s working conditions is prohibited.  Harassment can take many forms, including words, signs, jokes, pranks, intimidation, physical contact, or violence.  Threatening physical harm is also prohibited.

If a Unit Owner, Occupant, employee, or other person feels that they have been subjected to conduct that violates this policy, the person should immediately report the matter to the Community Association Manager.  If a Unit Owner or Occupant is unable for any reason to contact the Association Manager, or the Manager is the person performing the prohibited harassment or being harassed, then contact the Board of Directors.  Once the matter has been reported it will be promptly investigated and any necessary corrective action will be taken where appropriate, including use of all enforcement mechanisms provided to the Association under the governing documents.  All complaints of unlawful harassment will be handled in as discreet and confidential a manner as is possible under the circumstances.




[bookmark: _Toc72763111]APPENDIX















KESWICK CONDOMINIUM ASSOCIATION
[bookmark: _Toc72763112]Comment, Complaint, or Violation form
Please mail, fax, or email to
Kasi Cox, Condo Management of Columbus, P.O. Box 28249, Columbus, Ohio 43228
FAX: (614) 488-7707 Email: kasi@condocolumbus.com
Date 	
Name and Unit Number 	
Telephone 	
Email Address 	

Comment or Complaint:
	
	
	
	
	

Violation(s): Please describe nature, location, time, date, etc.
	
	
	
	
	

Signature	


To be completed by Condo Management of Columbus on behalf of the Association
Date Received	
By	
Action Taken and Response to Unit Owner	
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KESWICK CONDOMINIUM ASSOCIATION
[bookmark: _Toc72763113]Notice to Install Satellite Dish within Limited Common Element Property and Waiver Agreement

Occupant Name(s):										

Address: 											

Telephone: 						

Type of Dish:
			 Direct broadcast satellite		Diameter measurement			
			 Television broadcast antenna
			 Multipoint distribution service 	Diameter/diagonal measurement		

Company Performing Installation: 								

Identify Installation Location:		Balcony  	 Patio  		 Mulch Bed  		 Other*
(Drawing indicating location must be attached to this form when submitted)
*Other (Describe in detail)										
														
														

Date of Installation:					

Method of installation:																								

Type of screening to be used to shield dish from view:																			

Will the installation comply with all Association rules and restrictions for installing satellite dishes (which include installation in compliance with manufacturer’s guidelines and applicable building codes)?  	 Yes		 No
If no, please provide 3 days and times for which you are available to meet with the Board to discuss dish installation.  At this meeting, you will need to provide information supporting the necessity for non-routine installation. 																					

Is a mast necessary for reception?	  	 Yes		 No
If yes, will the mast extend above the roof line (i.e. gutter)?	  	 Yes		 No
If yes, then you must meet with and obtain Board approval before installation work begins.

I will comply with all the Association’s rules and restrictions for installing, maintaining, repairing, replacing, using, relocating, and removing dish(es) and any structure, fixtures, wiring, or screening materials associated with the dish(es).  I assume liability for any damage to the Association and other Unit Owners’ property that occurs due to dish installation, maintenance, repair, replacement, use, relocation, or removal.  I will indemnify, defend, and hold the Association, its Board members and officers, managing agent, employees, and Unit Owners and Occupants, and their successors, heirs, and assigns, harmless from any and all liability for damage, loss, or injury, including death, caused by, related to, or that may arise from the installation, maintenance, repair, replacement, use, relocation, or removal of the dish(es), and for any and all damage to or loss of the dish(es) or any structures, fixtures, wiring, or screening materials associated with the dish(es) that I may sustain or incur from whatever source or cause.

I agree to pay for all costs associated with the installation, maintenance, repair, replacement, use, relocation, or removal of the dish(es) including any and all expenses incurred for moving the dish(es) on a temporary bases to enable the Association to maintain all portions of the Condominium Property for which it is responsible.

Signed: ________________________________________________________ Date: ________________________

KESWICK CONDOMINIUM ASSOCIATION
[bookmark: _Toc72763114]The Keswick Standard Panel & Post Real Estate Sign
[image: ]
Colors: Dark Navy (or NACO) Blue with White Borders on .5” MDO
Lettering: Please note specifications above
This is part of the New Albany Country Club Communities approved sign program. No deviations from standard format are allowed without written Architectural Review Board approval.



KESWICK CONDOMINIUM ASSOCIATION
[bookmark: _Toc72763115]Request for Modification to Property Exterior
Please mail, fax, or email to
Kasi Cox, Condo Management of Columbus, P.O. Box 28249, Columbus, Ohio 43228
FAX: (614) 488-7707 Email: kasi@condocolumbus.com
Date 	
Name and Unit Number 	
Telephone 	
Email Address 	

Description of modification (please be as specific as possible):
	

	

	

	

	



List attached plans:
	

	

	

	

	



Signature	

To be completed by Condo Management of Columbus on behalf of the Association
Date Received	
By	
Action taken and response to Unit Owner	




KESWICK CONDOMINIUM ASSOCIATION
[bookmark: _Toc72763116]Request to Inspect Records
PART I: RECORD REQUEST DETAILS
Please mail, fax, or email to
Kasi Cox, Condo Management of Columbus, P.O. Box 28249, Columbus, Ohio 43228
FAX: (614) 488-7707 Email: kasi@condocolumbus.com
Date 	
Name and Unit Number 	
Telephone 	
Email Address 	

Please complete Parts I, II, and III of the Request to Inspect Records. Please read the section related to Records Request Policy in the Rules & Regulations handbook and understand all applicable charges and restrictions that apply as noted in this form before signing.
Record Requested:	 
Reason and Purpose of Request: 	
		

Record Requested:	 
Reason and Purpose of Request: 	
		

Record Requested:	 
Reason and Purpose of Request: 	
		

Record Requested:	 
Reason and Purpose of Request: 	
		



KESWICK CONDOMINIUM ASSOCIATION
Request to Inspect Records
PART II: CHARGES, TIMING, AND RESTRICTIONS
Please mail, fax, or email to
Kasi Cox, Condo Management of Columbus, P.O. Box 28249, Columbus, Ohio 43228
FAX: (614) 488-7707 Email: kasi@condocolumbus.com
Do you anticipate making copies of any records to be inspected? Yes _______ No _______
If you prefer to have copies of records sent via U.S. Mail, please check here _____________
Do you wish to receive a total estimate if charges exceed $25.00? Yes _______ No _______
Preferred inspection dates and times:	
		
This request form must be completed by any Unit Owner desiring to inspect or receive copies of any Association books of account, meeting minutes, membership roster, or other Association documents. A minimum of five (5) business days is needed to process a request. If there is a question with any request, the Unit Owner shall be notified within a reasonable amount of time of the reason for any delay.
The Association requires that the Unit Owner provide the reason for each record requested and the intended purpose of the request to protect the Association and personal confidences where necessary. It is the intent of the Association to allow inspection of most Association documents. However, given the personal and legal nature of some documents, the Association must place reasonable restrictions on the inspection process. This includes a requirement that any inspection take place in the presence of an Association representative.
Copying charges shall be assessed at $.25 per page and a minimum clerical fee of $15.00 for the copying of pages 1 through 50 plus an additional clerical fee of $5.00 for every increment of 50 pages copied thereafter. The actual cost of mailing charges will be the Unit Owners responsibility. A physical records inspection which requires the presence of a staff member of the management company shall be charged at $20.00 per hour in fifteen (15) minute increments.  Inspections of the Association’s records shall take place during normal business hours at the office of the management company (please call the Community Association Manager for the office address.)




KESWICK CONDOMINIUM ASSOCIATION
Request to Inspect Records
PART III: LEGAL OBLIGATION AND SIGNATURE
Please mail, fax, or email to
Kasi Cox, Condo Management of Columbus, P.O. Box 28249, Columbus, Ohio 43228
FAX: (614) 488-7707 Email: kasi@condocolumbus.com
By signing, I hereby agree not to use or distribute any information or documents obtained from the inspection or copying of any Association records for any reason or purpose other than as stated above. I agree to indemnify, defend, and hold Keswick Condominium Association, its Board Members, and its managing agent and company, and their respective successors, heirs, and assigns, harmless for any claim or damage made or sustained by any person arising from, related to, or concerning my inspection or receipt of copies of Association records. I further consent and agree that all inspection, clerical fees, and copying and other charges incurred pursuant to this request, as outlined above, will be assessed to my account or paid in advance, as directed by the Board of Directors.
Signature  	
Date 	






To be completed by Condo Management of Columbus on behalf of the Association
Date Received	
By	
Action taken and response to Unit Owner	
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