
Park ridge development of 
floyd & franklin counties, inc. 

 
BYLAWS 

 
ARTICLE I – NAME

The name of this Association shall be “Park Ridge Development of Floyd and Franklin Counties, Inc.” 
hereafter “Association,” and it shall be incorporated under the laws of the Commonwealth of Virginia. 

ARTICLE II – MEMBERSHIP

Section1:
Membership shall be of one class to be defined as follows: every person or entity who is an 
owner of record of a fee or undivided fee interest in any lot (or living unit) which is subject to 
covenants of record to assessments by the Association shall be a member of the Association. 

Section 2:
a) Each member shall be entitled to one vote per lot owned.  If a lot is held jointly, only one 

vote may be cast by the joint members, collectively for that lot. 
b) Any member more than thirty (30) day delinquent in the payment of the annual assessment 

shall have no voting privileges until such assessment is paid. 

ARTICLE III – MEMBERSHIP MEETINGS

Section 1: 
The annual meeting shall be held the last Sunday in April of each year, and shall be for the 
purpose of electing directors, receiving reports of officers and committees, and for any other 
business that may come before the meeting. Each member shall be notified by mail of the 
time and place of the annual meeting at least fourteen (14) days prior to said meeting date. 

Section 2: 
Special meetings of the membership may be called by the President or by the Board of 
Directors.  Written notice of any special meeting held pursuant to this section shall be mailed 
by the secretary to each member at least three (3) days in advance of such special meeting.
Receipt of such notice by each member of the Association shall not be a condition precedent 
to the conduct of a valid special membership meeting. 

Section 3: 
Twenty (20) or more members may by written petition to the President request a special 
meeting for a designated item of business.  Upon receipt of such petition, the President shall 
set a special meeting not more than fifteen (15) days after receipt of the petition.  Written 
notice of the time and place of such special meeting shall be given by the secretary to each 
member at least seven (7) days in advance of such special meeting.  Such written notice shall 
also specify the designated item of business to be considered at the special meeting.  Only the 
designated item or items of business specified in such notice may be discussed at such 
meeting.  Receipt of this written notice shall not be a condition precedent to the conduct of a 
valid special meeting. 

Section 4: 
Each member shall register a current address with the secretary, and notice of meetings shall 
be mailed to such address. 



Section 5: 
A quorum for the transaction of business shall consist of at least twenty (20) members with 
voting rights.  Any action governed by the Articles of Incorporation or by the covenants 
applicable to the properties shall require a quorum as therein provided. 

Section 6: 
At all meetings of members, each member may vote in person or by proxy.  All proxies shall be 
in writing and filed with the secretary.  No proxy shall extend beyond a period of eleven (11) 
months, and every proxy shall automatically cease upon sale by the member of his interests in 
the properties.  If a lot is held by joint members, a valid proxy may be executed by any one or 
more of the joint members without execution by the other members.  If conflicting proxies shall 
be executed by joint members, the vote by proxy shall be disallowed for that lot.  Cumulative 
voting shall not be allowed. 

ARTICLE IV – DIRECTORS

Section 1: 
The affairs of the Association shall be managed by the Board of Directors of nine (9) members. 

Section 2: 
The Board of Directors shall be elected from the membership.  The first directors shall be 
elected to serve from the first election to the next annual meeting. Nine (9) Directors shall 
thereafter be elected at the next annual meeting; three (3) Directors shall be elected for a term 
of three (3) years, three (3) Directors shall be elected for a term of two (2) years, and three (3) 
Directors shall be elected for a term of one (1) year.  Thereafter, three (3) Directors shall be 
elected each year at the annual meeting for a term of three (3) years, and shall serve until their 
successor shall be elected. 

Section 3: 
The Board of Directors shall declare vacant the office of any Director absent from three (3) 
consecutive meetings without valid excuse. 

Section 4: 
Any vacancy occurring in the Board by resignation, disability, death, or other reason, shall be 
filled by a majority vote of the remaining Directors.  A Director elected by the Board to fill a 
vacancy shall serve until the next annual meeting, at which time the general membership shall 
elect a Director to complete the remaining term of the vacant directorship. 

Section 5: 
A regular or annual Directors meeting shall be held without further notice than these bylaws, 
immediately after the annual membership meeting.  A monthly Board of Directors meeting shall 
be held at a place to be designated by resolution of the Board of Directors.  No notice to the 
Board of Directors of the monthly meeting shall be required. 

Section 6: 
Special meetings of the Board of Directors may be called by the President, or by not less than 
three (3) directors.  Written notice of the time and place of a special meeting shall be given not 
less than twenty four (24) hours prior to the meeting.  The time and place of the special 
meeting shall be arranged so far as possible to facilitate the attendance of all Directors.
Attendance of a Director at a special meeting shall waive the above notice requirement. 

Section 7: 
A majority of the Board of Directors shall constitute a quorum.  The act of a majority of the 
Directors present at a meeting at which a quorum is present shall be the act of the Board of 
Directors, unless the act of a greater number is required by statute or by these bylaws. 

Section 8: 
The Board of Directors by resolution adopted by a majority of the Directors in office, may 
designate one or more committees, each of which shall consist of one or more Directors, which 
committees to the extent provided in said resolution shall have and exercise the authority of 



the Board of Directors in the management of the Association.  Other committees not having 
and exercising the authority of the Board of Directors in the management of the Association 
may be designated by a resolution adopted by a majority of the Directors present at a meeting 
at which a quorum is present.  Such committees not exercising the authority of the Board of 
Directors may consist of such Directors and/or members of the Association that the Board of 
Directors shall appoint. 

Section 9: 
A Director shall be eligible to serve two (2) successive terms as a Director.  Thereafter, a 
Director shall not be eligible to be elected or appointed for another term until three (3) years 
after having left office as a Director. 

Section 10: 
The Board of Directors shall as the first item of business at each annual meeting elect a 
President, Vice-President, Secretary, and Treasurer.  The President shall preside at all 
meetings of the Board of Directors and the Vice-President shall preside at the Board of 
Directors meetings when the President is absent. 

Section 11: 
Board members may be reimbursed for mileage to attend authorized Board functions. 

ARTICLE V – REPORT OF MEETINGS

Minutes of all membership meetings and all meetings of the Board of Directors shall be posted in at 
least one (1) public place within the subdivision as to be available to all members of the Association.
The Board of Directors shall designate the place of posting. 

ARTICLE VI – OFFICERS

Section 1: 
The officers of the Association shall consist of President, Vice-President, Secretary, and 
Treasurer, and shall be elected from the members of the Board of Directors.  Officers shall be 
elected by the Board of Directors at the annual Board of Directors meeting, and each officer 
shall serve for one (1) year or until his successor has been elected.  Officers shall be eligible to 
succeed themselves at the discretion of the Board of Directors. 

Section 2: 
The Board of Directors may appoint such assistant officers from the membership as may be 
necessary to accomplish the purposes of the Association. 

Section 3: 
Any officer elected or appointed may be removed from office by a majority vote of the persons 
authorized to elect or appoint such officer whenever in their judgment the best interest of the 
Association will be served thereby. 

Section 4: 
The President shall be the principal executive officer of the Association, and shall, in general, 
supervise and control all the business and affairs of the Association.  He shall preside at all 
meetings of the members.  He may sign, with the Secretary or Treasurer or any other proper
officer thereto authorized by the Board of Directors, any deeds, mortgages, bonds, contracts, 
or other instruments which the Board of Directors has authorized to be executed, except in 
cases where the signing and execution thereof shall be expressly delegated by the Board of 
Directors or these bylaws to some other officer or agent of the Association  or shall be required 
by law to be otherwise signed or executed, and in general shall perform all duties incident to 
the office of President and such other duties as may be prescribed by the Board of Directors 
from time to time.  He shall attend all Board of Directors meetings. 



Section 5: 
In the absence of the President or in the event of his inability or refusal to act, the Vice-
President shall perform the duties of the President, and when so acting, shall have all the 
powers of and be subject to all the restrictions upon the President.  The Vice-President may 
sign, with the Secretary or an Assistant Secretary, or with the Treasurer or an Assistant 
Treasurer such instruments as the Board of Directors may authorize to be executed, and shall 
perform such other duties as from time to time may be assigned to him by the President or by 
the Board of Directors. 

Section 6: 
The Treasurer shall have charge and custody of and be responsible for all funds and securities 
of the Association, and receive and five receipts for monies due and payable to the Association, 
from any source whatsoever, and deposit all such monies in the name of the Association in 
such banks, trust companies, or other depositories as shall be selected in accordance with the 
provisions of Article VII of these bylaws.  Also, in general, to perform all duties incident to the 
office of Treasurer and such other duties as from time to time may be assigned to him by the 
President or by the Board of Directors to include the preparation of an annual budget and 
financial statement to be presented at the annual meeting shall be the Treasurer’s function. 

Section 7: 
The Secretary shall keep the minutes of all meetings in one or more minute books provided for 
that purpose; see that all notices are duly given in accordance with the provisions of the 
bylaws or as required by law; be custodian of the Association records and of the seal of the 
Association, and in general perform all duties incident to the office of Secretary and such other 
duties as from time to time may be assigned to him by the President or by the Board of 
Directors, including serving notice of all Board of Directors meetings. 

Section 8: 
A vacancy in any office caused by death, resignation, removal, or otherwise, may be filled by 
the Board of Directors for the unexpired term. 

Section 9: 
The Board of Directors may by resolution require the officers and agents of the Association to 
give bond to the Association in sufficient amount and with sufficient securities to insure the 
faithful performance of their duties, and to comply with such other conditions as the Board of 
Directors may from time to time require. 

ARTICLE VII – CONTRACTS, LOANS, CHECKS, AND DEPOSITS

Section 1: 
The Board of Directors may authorize any officer or officers, agent or agents, to enter into any 
contract or execute and deliver any instrument in the name of and on behalf of the Association, 
and such authority may be general or confined to specific instances. 

Section 2: 
No loans shall be contracted on behalf of the Association and no evidences of indebtedness of 
the Association shall be issued in the Association’s name unless authorized by a resolution of 
two-thirds (2/3) of the vote of the Association.  Such authority may be general or confined to 
specific instances. 

Section 3: 
All checks, drafts, or other orders for the payment of money, notes or other evidences of 
indebtedness issued in the name of the Association shall be signed by such officer or officers, 
agent or agents or the Association in such a manner as shall from time to time be determined 
by resolution of the Board of Directors. 



Section 4: 
All funds of the Association not otherwise employed shall be deposited from time to time to the 
credit of the Association in such banks, trust companies, or other depositories as the Board of 
Directors may select. 

ARTICLE VIII – ENFORCEMENT OF RESTRICTIONS AND REGULATIONS

The Board of Directors shall have the authority to enforce the Declaration of Covenants, Conditions, 
and Restrictions.  The Board of Directors of the Association shall have the power and authority to 
make and publish rules and regulations governing the use of any and all facilities of any type used 
commonly by the property owners.  The Board of Directors shall establish a procedure for the receipt 
of information relating to violations of the Covenants, Conditions, and Restrictions and any violation of 
the rules and regulations.  The Board of Directors shall establish a hearing procedure for the 
information to be brought to the attention of the alleged violation.  This hearing procedure shall 
include a provision for due notice to the alleged violation and the other property owners. 

ARTICLE IX – FISCAL YEAR

The fiscal year of the Association shall be for such period of twelve (12) months as the Board of 
Directors shall designate by resolution. 

ARTICLE X – SEAL

The seal of the Association shall have inscribed thereon the name of the Association and shall be in 
such form as shall from time to time be adopted by the Board of Directors. 

ARTICLE XI – ACCEPTANCE OF GRANTOR’S RESPONSIBILITY

The Board of Directors of the Association shall, if they deem it in the best interest of the Association 
and members of the Association, accept any grant or assignment of grantor’s rights under the 
Covenants, Conditions, and Restrictions applicable to the subdivision covered by the Association.  
Such acceptance shall be evidenced by resolution of the Board of Directors.  Upon acceptance of 
such rights the Board of Directors through the officers of the Association shall exercise such rights for 
the best interest of the subdivision and members of the Association. 

ARTICLE XII – COMPENSATION

No compensation shall be paid to the Board of Directors or to the officers of the Association for their 
services rendered to the Association as an officer or Director except as specified in Article IV, Section 
11.

ARTICLE XIII – PARLIAMENTARY AUTHORITY

The rules contained in Roberts Rules of Order, latest edition, may govern in all cases to which they 
are applicable and in which they are not inconsistent with these bylaws or the statutes of the 
Commonwealth of Virginia. 

ARTICLE XIV – AMENDMENTS

These bylaws may be altered, amended, or repealed by a majority vote of the Association. 

Modified April 25, 2010 by majority vote at annual meeting.





































































Park Ridge Development
PRD Policy Resolution 2014-NN
Resolution of Association General Complaints for Approval April 27, 2014 
==================================================================

General Complaint Procedure
Initial Action to Secure Compliance

If any Member believes that a violation of the covenants, By-laws or Rules & Regulations 
(further referred to as "Regulations") exists, such Member shall first informally request that the 
Member causing or allowing such alleged violations to occur, cease or correct any act or 
omission which appears to be in violation of the Regulations. Such informal request shall be 
made before the formal process is initiated and shall be a condition precedent to the initiation of 
the formal enforcement procedures set forth below. If the informal request does not result in the 
correction of the act or omission which appears to be in violation of the Regulations, a written 
complaint setting forth in detail the specifics of the alleged violation, including the underlying 
facts of the alleged violation, the dates of the alleged violation and the specific provisions of the 
Regulations that are alleged to have been violated, may be filed with the Board.

Preliminary Investigation
Upon receipt of a written complaint alleging a violation of the Regulations, the Board may 
request a member of the Board to make a preliminary investigation as to the validity of the 
complaint and promptly report the findings to the members of the Board. The Board shall 
receive the report concerning the alleged violation and determine, in the sole and absolute 
discretion of the Board, the appropriate disposition of the matter. The Board shall, within a 
reasonable time after making its decision regarding an alleged violation of the Regulations, 
advise the Member filing the written complaint of the Board's intended course of action 
concerning such alleged violation.

Request for Abatement or Corrective Action by the Board
In the event that the Board determines that there is reason to believe that a violation of the 
Regulations has occurred and determines that corrective action is necessary, the Board shall 
comply with the following procedures:

Written Request 
A written request (the "Notice of Violation") shall be prepared and sent by the Board, or any 
designated agent of the Association, to the Member alleged to have caused or allowed the 
occurrence of the violation of the Regulations. The Notice of Violation shall set forth
the facts of the alleged violation and the specific provision of the Regulations alleged to have 
been violated; the action to be ceased or the action required by the Board to be taken to correct 
the violation; and a time period, not less than 10 days after the mailing of the written request, 
during which the violation may be abated without sanctions or a statement that any further 



violations of the same provision may result in the imposition of sanctions after notice and 
hearing.
The Notice of Violation shall be mailed to the Member alleged to have caused or allowed the 
occurrence of the violation of the Regulations at the address on file with the Board, and to the 
resident of the property, if not the Member.
A copy of the Notice of Violation shall be filed in the Association's records.

Failure to Comply with Request 
If the Member to whom a Notice of Violation has been sent does not cease and desist from 
causing or allowing the violation to occur fails to take the actions requested by the Board to cure 
the alleged violation, then the Board shall, if the Board determines that further action is 
necessary, comply with the following procedures in accordance with Article 12, Section 12.1(i), 
(1,2):

The Board shall serve a notice ("Notice of Hearing") on the Member (the "Respondent") alleged 
to have caused or allowed the occurrence of the violation set forth in the Notice of Violation. The 
Notice of Hearing shall advise the Respondent that the Board believes that the Respondent has 
caused or allowed a violation of the Regulations to occur, as set forth in the Notice of Violation,
of the nature of the sanctions that may be imposed on the Respondent by the Board as a result 
of the alleged violation, that the Board will hold a hearing concerning the alleged violation,
that the Respondent has the right to be present at such hearing and may be represented by 
counsel if the Respondent so desires, that the Respondent shall be entitled to deny the 
allegations set forth in the Notice of Violation and present such evidence and witnesses to 
support there, and of the date, time and place for such hearing.
The Notice of Hearing shall be served on the Respondent not less than 14 days prior to the date 
of the hearing. Service of the Notice of Hearing shall be made by had delivery or by first class 
United states certified mail, return receipt requested, to the Respondent at the address or 
addresses to which notices of meeting of the Association are to be delivered, and, in the case of 
Respondents who are not residents, to the property address as well. Service by mailing shall be 
deemed effective 3 days after such mailing in a regular depository of the United States mail, first 
class postage prepaid. No order adversely affecting the rights of the Respondent may be made 
in any case unless the Respondent has been served as provided herein.
If the Respondent promptly advises the Board that they cannot, for good cause shown, attend 
the hearing on the set date and indicates times and dates on which they would be available, the 
Board shall reset the time and date of hearing and promptly deliver notice of the new hearing 
date to the Respondent by regular mail.

Hearing 
 The hearing shall be conducted in closed Session by the Board and shall afford the 
Respondent an opportunity to present a defense against the alleged violation of the 
Regulations. The following procedure shall apply to the hearing:

Proof of service of the Notice of Hearing shall be placed in the minutes of the meeting. Such 
proof shall be deemed adequate if the date and manner of delivery is entered by the party who 
caused service of such notice to be made on the Respondent. Services of Notice of Hearing 
shall be deemed by the Respondent if the Respondent appears at the meeting for any purpose 



other than to contest the proper service of the Notice of Hearing. The minutes of the meeting 
shall contain a written statement of the results of the hearing and the sanction, if any, imposed.
Prior to the hearing, the Respondent may challenge any member of the Board for bias or other 
good cause shown as to why the member of the Board should not take part in the hearing. Any 
such challenge shall be made not less than 7 days prior to the hearing. In the event of such a 
challenge, the Board shall meet prior to the hearing to determine the sufficiency of the 
challenge. If the Board sustains the challenge, the President may at that time excuse that 
member from the formal procedure. All decisions of the Board in this regard shall be final.
At the commencement of the hearing, the Board shall select a person to service as hearing 
officer and preside over the hearing. Such hearing officer need not be a Member of the Board. 
At the beginning of the hearing, the hearing officer shall explain the rules and procedures by 
which the hearing is to be conducted. The Board may determine the manner in which the 
hearing will be conducted, so long as the rights set forth in this section are protected. The 
hearing need not be conducted according to technical rules relating to evidence and witnesses. 
Generally, any relevant evidence shall be admitted if it is the sort of evidence on which 
responsible persons are accustomed to rely in the conduct of serious affairs, regardless of the 
existence of any common law or statutory rule which might make improper the admission of 
such evidence over objection in civil actions.
The Respondent shall have the right to do the following, but may waive any or all of these rights:
make an opening statement; introduce evidence, testimony, and witnesses;
cross-examine opposing witnesses by directing questions to the hearing officer;
rebut evidence and testimony; and make a closing statement.
After the testimony and evidence has been presented to the Board, the Board shall vote upon 
the matter. Agreement of a majority of those voting shall be required for a decision. The decision 
shall be made promptly after the hearing. The Board shall prepare written findings of fact within 
10 days after the hearing. A copy of the findings and decision shall be mailed by regular mail to 
the Respondent. A summary of the decision, excluding names of persons involved and 
addressing only the issue and the Board decision shall be included in the Board Minutes.
Sanctions. The sanctions which may be imposed by the Board include, but are not limited to, 
assessment of special charges not to exceeds $10.00 per day for a continuing offense or 
$50.00 per single offense. Such special charges, if not promptly paid, shall constitute a lien on 
the owner's lot and may be subjected to collection as set forth in the Declaration and Bylaws of 
the Association.

Interpretation

Policy Resolution No. 2014-NN is intended to serve as a protection to Members to ensure that 
their rights are protected and to serve as a guideline for the Board as it carries out its duties to 
enforce the Regulations. The Board may determine the specific manner in which the provisions 
of this Resolution are to be implemented, provided that due process is afforded. Any inadvertent 
omission or failure to conduct any proceeding in the exact conformity with Resolution No. 2014-
NN shall not invalidate the results of such proceeding, so long as a prudent and reasonable 
attempt has been made to ensure due process according to the general steps set forth in 
Resolution No. 2014-NN.

Delegation to Committee



The Board may delegate the hearing and decision responsibility hereunder to a committee 
made up of other Members. Decisions of the committee may be appealed to the Board.

Legal Action

Notwithstanding any provision of Policy Resolution No. 2014-NN, the Association may initiate 
legal action at any time without following the procedure set forth therein if, in the judgment of the 
Board, the interest of the Association so require.



PARK RIDGE DEVELOPMENT 

 GENERAL COMPLAINT FORM

This form is for complaints other than those concerning actions or inactions by the PRD 
which are allegedly inconsistent with state laws and regulations governing common 
interest communities (Code of VA 55). 

Complaints will be recorded, and all action to resolve the complaint will be logged by the 
Board of Directors. The complainant will be notified of action on the complaint at least 
every 60 days until final resolution. Submit this form to the PRD Secretary at 
parkridgedevelopment@gmail.com

Name of 
Complainant:_______________________________________________________

Address of 
Complainant:_______________________________________________________

Date:_______________________

Submitted to:______________________________

Please describe your complaint in detail. Include a description of the situation and any 
attempts you have already made to resolve it. Also please list the basis of your 
complaint by including reference to the appropriate PRD documents or, if applicable, 
County ordinances. (Use the back side if necessary.)



Park Ridge Development
PRD Form 2013-11-002   Association Complaint Form

PRD LOG-IN #______________ Board for Approval November 18, 2013
========================================================== 
PRD ASSOCIATION COMPLAINT FORM

Pursuant to Chapter 29 of Title 55 of the Code of Virginia, the Board of Directors 
(Board) of the Park Ridge Development (PRD) has established this complaint form for 
use by persons who wish to file written complaints with the PRD regarding an action, 
inaction or decision by the governing Board or PRD that is inconsistent with applicable 
laws and regulations.

Legibly describe the complaint in the area provided below, as well as the requested 
action or resolution of the issues described in the complaint. Please include references 
to the specific facts and circumstances at issue and the provisions of Virginia laws and 
regulations that support the complaint. If there is insufficient space, please attach a 
separate sheet of paper to this complaint form. Also, attach any supporting documents, 
correspondence and other materials related to the complaint. 
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________

Sign, date and print your name and address below and submit this completed form to 
the PRD Secretary at the address listed below.

_________________________             ___________________________.    _________
Printed Name.                                        Signature                                           Date 

______________________________________________________________________
Mailing Address

______________________________________________________________________
PRD Lot Address 

______________________              _________________________________________
Phone Number.                                Email Address
                                                              Contact Preference:  Post mail  E-mail 

SEND THIS FORM TO: 
         Secretary, Park Ridge Development , 171 Park Ridge Lane, Copper Hill, Va 24079

         E-mail: parkridgedevelopment@gmail.com



If, after the Board’s consideration and review of the complaint, the Board issues a final 
decision adverse to the complaint, you have the right to file a notice of final adverse 
decision with the Common Interest Community Board (CICB) in accordance with the 
regulations promulgated by the CICB. The notice shall be filed within 30 days of the 
date of the final adverse decision, shall be in writing on forms provided by the Office of 
the Common Interest Community Ombudsman (Ombudsman), shall include copies of 
any supporting documents, correspondence and other materials related to the decision, 
and shall be accompanied by a $25 filing fee. The Ombudsman may be contacted at:

Office of the Common Interest Community Ombudsman 
Department of Professional and Occupational Regulation 

9960 Maryland Drive, Suite 400
Richmond, VA 23233 
Phone 804/367-2941 

CICOmbudsman@dpor.virginia.gov



Park Ridge Development
PRD Policy 2013-01
Resolution of Association Complaints for Approval November 18, 2013 
==================================================================
1. Purpose-To establish policies and procedure for resolution of certain complaints from 
members of Park Ridge Development (PRD) or other citizens (the “complainant”) 
pursuant to Section 55-530(E) of the Code of Virginia.
2. Scope - This policy applies specifically to all complaints concerning actions or 
inactions by the PRD which are allegedly inconsistent with state laws and regulations 
governing common interest communities. Other type complaints made to the PRD 
Board are not covered by this policy and should be submitted by PRD General 
Complaint Form. 
3. Definitions-Unless other wise defined, the words, terms and phrases used in this 
policy document shall have the same meanings as defined in the Virginia Administrative 
Code, Common Interest Community Board regulations (hereafter referred to as “CICB 
regulations”).
4. Applicable References

4.1. PRD Website- www.parkridgedevelopment.org
4.2. Virginia Common Interest Community Board regulations, Sec. 55-530 (E), 
Code of Virginia
4.3. PRD Procedure 2013-11-001, Procedure for Resolution of Association 
Complaints
4.4. PRD Form 2013-11-002, Association Complaint 
4.5. PRD Form 2013-11-003, Complaint Log
4.6. PRD Form 2013-11-004, Complaint Receipt/Return 
4.7. PRD Form 2013-11-005, Notice of Board Decision

5. Policies
5.1 If a member of the PRD, a resident, or other individual alleges that an action, 
inaction or decision by the PRD, the Board of Directors (Board), or its agent is 
inconsistent with state laws or regulations governing common interest 
communities, then the complainant must submit a formal written complaint to the 
Board using the approved PRD Form 2013-11-002, Association Complaint and to 
initiate these formal procedures.
5.2. PRD Form 2013-11-002, Association Complaint, is available on the PRD 
website. That form must be used to initiate the formal complaint response 
process. Instructions for proper preparation and the submission procedure to the 
Board are on the form.
5.3 If the complainant does not wish to trigger these formal procedures, then the 
questions, concerns or issues should be brought before the Board at a scheduled 
Board meeting. The Board will then determine the appropriate response.
5.4 Pursuant to CICB regulations, the PRD Board of Directors considers 90 days 
from the date of receipt of a properly written formal complaint to be a reasonable 
time frame for review, consideration and final determination of a complaint.
5.5 The formal complaint procedure and response process is described in PRD 
Procedure 2013-11-001 which is available on the PRD website.



5.6 The complainant shall receive written or electronic notification of the PRD 
Board’s decision within 10 business days of the decision.
5.7 The PRD Board will not consider internal appeals to its final decision. 
Pursuant to CICB regulations, complainants have the right to file a notice of final 
adverse decision with the CICB as described in PRD Procedure 2013-11-001 
and PRD Form 2013-11-002.
5.8 A log and record of each complaint shall be maintained by the Board 
Secretary for no less than five years after a decision is rendered.



Park Ridge Development                  PRD Procedure 2013-11-001
Date November 18, 2013
Procedure for Resolution of Written Association Complaints for Approval Nov. 18, 2013 
==================================================================

1. Purpose-To establish the procedure the Park Ridge Development (PRD) Board will 
follow to implement Complaint Policy 2013-01 concerning resolution of certain formal 
association complaints.

2. Scope-This procedure only applies to the processing of written complaints 
addressed by Complaint Policy 2013-01.

3. Definitions-Unless other wise defined, the words, terms and phrases used in this 
policy document shall have the same meanings as defined in the Virginia Common 
Interest Community Board regulations in Section 55-530(E), Code of Virginia 
(referred to hereafter as “CICB regulations”).

4. Applicable References
1. Park Ridge Development Website- www.parkridgedevelopment.org
2. Virginia Common Interest Community Board regulations in Section 55-530(E),
3. Code of Virginia.
4. Title 18, Virginia Administrative Code, Agency 48, Chp. 70, Sec. 50 
5. PRD Policy 2013-01, Resolution of Association Complaints
6. PRD Form 2013-11-001, Complaint Procedure
7. PRD Form 2013-11-002, Association Complaint Form
8. PRD Form 2013-11-003, Complaint Log
9. PRD Form 2013-11-004, Complaint Receipt/Return
10.PRD Form 2013-11-005, Notice of Board Decision

5. Responsibilities
1. The PRD Secretary shall be the PRD Board (Board) representative. Written 

complaint forms must be submitted to the Secretary who shall assign a number 
to each form received. The Secretary shall maintain a registration log of all 
complaints. During a temporary absence of the Secretary, the Board will appoint 
an acting representative.

2. Once a completed complaint form has been received, the Secretary shall notify 
the other members of the Board that it has been received. The Secretary shall 
then review the written complaint form for completeness and compliance with the 
form’s instructions. The Secretary shall notify the complainant of any deficiencies 
on the form and return it.

3. It is the responsibility of complainants to obtain, properly complete a PRD Form 
2013-11-002, Association Complaint Form and send or deliver it to the Secretary 
along with any supporting documents or other related materials. If a deficiency or 
error is found by the Secretary, it is the responsibility of complainants to retrieve 
the complaint form, correct any deficiencies noted, and to re-submit the 
complaint form.

4. The Secretary shall keep the Board apprised of the status of complaints and 
notify the complainant in writing of the Board’s final determination.

6. Procedure



1. A PRD Form 2013-11-002 may be obtained from the PRD website, or from the 
Secretary.

2.  A complainant must follow the directions on the form for properly filling it out. All 
applicable sections are to be filled out in a legible manner, and supporting 
documents attached.

3. A completed complaint form may be sent electronically or by post mail to the 
Secretary listed on the form. Within 7 days of receipt of the complaint form, the 
Secretary shall provide a dated electronic or post mail acknowledgement of 
receipt of the complaint.

4. If a submitted complaint form is deemed by the Secretary to be incomplete or 
improperly completed, the form will be returned along with the dated 
acknowledgement of receipt indicating the problem(s) identified and the actions 
required for correction before the complaint can be accepted and forwarded to 
the Board.

5. The Board will have 90 days to review, consider a complaint and respond. The 
90 day period will begin with the date that a correct complaint form is received by 
the Secretary.

6. At least 14 days prior to the Board meeting at which the complaint will be 
considered, a complainant will be notified of the date, time and location of the 
meeting. If the complainant wishes to, but is unable to attend the scheduled 
meeting, at the discretion of the Board, consideration of the complaint may be 
postponed to the next scheduled Board meeting.

7. At the Board meeting, the Board will consider the complaint and shall decide 
what action, if any, will be taken in response to the complaint. The Board shall 
make a decision on the complaint by a simple majority vote in accordance with 
PRD governing documents. The Board has the option to go in to executive 
session to discuss the complaint before voting in open session. The Board’s 
decision at the meeting shall fall into one of two categories:
1. Insufficient information: The Board feels there is insufficient information to 

make a final determination on the complaint, or that the Board needs 
additional time to consider the complaint. In this case, the Board shall 
postpone a final determination until another meeting is scheduled. The 
complainant will be notified of the new meeting per Para 6.5 above; or the 
Board may submit a written request for additional information from the 
complainant(s), specifying a 30 day timeframe by which the information is 
due. If the requested information is not received within the required 30 days 
the Board shall treat the complaint as though it had not been submitted.

2. Final determination: A final determination is made concerning the complaint. 
This can be a decision to grant, approve, or implement the action requested 
in the complaint, or to not do so.

8. The Secretary shall notify a complainant electronically or in writing within 7 days 
of a final determination by the Board, including PRD Form 2013-11-005.

9. There is no internal PRD appeal process to the Board’s final determination. A 
complainant dissatisfied with the Board’s decision has the right to file a “Notice of 
Final Adverse Decision” with the CICB as described on the PRD Form 



2013-11-002. This must be done within 30 days of the being notified of the 
Boards’ decision, and is at the complainant’s expense.

7 Administration - Secretary
10.The Secretary shall number and log in on PRD Form 2013-11-003 each PRD 

Form 2013-11-002 received. The number shall begin with the year of receipt (e.g. 
2015) followed by numbers from 01 to 99, assigned sequentially in the order that 
they are received (for example #2015 - 03). The complaint form will be reviewed 
for acceptability (i.e. it has been properly completed and documentation, if any, 
provided).

11. Acceptable form: If the form is filled out correctly, a written or electronic 
acknowledgment of receipt (PRD Form 2013-11-004) is then sent to the 
complainant indicating the date received and whether the form is acceptable. 
Also that the complaint will be reviewed and considered by the Board within 90 
days from receipt. Date of receipt = day 0.

12.Unacceptable form: If the form is incomplete, a written acknowledgment of 
receipt (PRD Policy Form 2013-11-004) is sent to the complainant indicating the 
date received. List the specific deficiencies and indicate that the complainant 
must submit a revised or corrected complaint.

13.Notify the PRD Board that a complaint has been received and its status. Once 
the form is acceptable, distribute copies of the complaint form and all supporting 
documents to the Board members for review.

14.Determine the date, time and location of the Board meeting at which the 
complaint will be reviewed. Notify the complainant of the meeting at least 14 
before the meeting. If known, this may be done on the receipt acknowledgement 
of the complaint form.

8 Administration – PRD Board
15.The Secretary’s report at each Board meeting shall include the number and 

status of known complaints and any other relevant information. Consideration 
and review of complaints received by the Board will be placed on the agenda of 
Board meetings as needed.

16. If there is a complaint to be considered, each Board member will be given an 
opportunity to comment on the complaint, to question the complainant and to 
request additional information. The complainant will be given an opportunity to 
address the board. There must be a quorum of Board members present for 
review and voting on a complaint.

17.The Board has the option to go into executive session to discuss a complaint; 
however, the vote to make a decision shall be done in open session. The 
possible decisions are outlined in Para. 6.6 above. The decision resolution will be 
documented in the meeting minutes.

18.There is no PRD internal appeal process. The Board’s decision is final.
7. Notice of Final Determination

1. Within 10 business days after the final determination is made, the Secretary must 
provide written notice to the complainant regarding the decision. The notice must 
include the following:
1. Specific citations to applicable provisions of the PRD governing documents, 

laws or regulations that led to the decision;



2. The PRD registration number as assigned by the CICB;
3. Notice of the complainant’s right to file a “Notice of Final Adverse Decision;
4. A copy of the complaint form

Other - Resale Disclosure Packet
2. A copy of PRD Policy 2013-01; PRD Form 2013-11-001; and PRD Form 

2013-11-002 shall be included in each packet.


