GENERAL EMERGENCY PROCEDURES

FIRE, POLICE, AMBULANCE

AND OTHER EMERGENCIES  -  911
After calling 911, please notify the Managing Agent (303) 745-2220, if the emergency involves to the buildings or grounds.

BUILDING UTILITIES
For building-wide electrical failure, call Xcel Energy Company 303-623-1234.  Also call the Managing Agent at (303) 745-2220.

For building-wide heating failure, call the Managing Agent at (303) 745-2220.  If only one unit is without heat, the problem may be your heater zone valve or the thermostat in your unit.  Maintenance for both of these is the responsibility of the homeowner.

For plumbing problems affecting more than one unit, call the Managing Agent.  If the problem is within a single unit, such as a leaky faucet or a malfunctioning toilet, the homeowner is responsible for the repairs, including any damage it causes outside of the owner’s unit.

HOMEOWNER AND RESIDENT HANDBOOK

TABLE OF CONTENTS

Emergency Procedures…............Inside Front Cover

Table of Contents...................…..................…....... 2

Welcome to BrookshireDowns............…..…..........3

About theAssociation.....….................….….....…...3

About the Board of Directors................….....…......4

Property Management.........……..................….......5

Monthly Maintenance Fee.............................…..…5

Special Assessments..……….........................….....6

Insurance........................................................…….6

Owner Maintenance Responsibilities…………......6

Questions and Problems.......….................…....…..8

Security/Keys........................................…........…..8

Parking/Carports/Assigned /Guest Parking……….8

Laundry Room....................……................….......10

Storage Lockers………………………....………..10

Trash Removal / Recycling………………....……10

Cable T.V...............................................……...….11

Renters, Guests and Visitors......................…....…11

General Rules and Regulations...........….....…..…12

Enforcement……………….…...………….…..…14

BROOKSHIRE DOWNS AT  HEATHERRIDGE

CONDOMINIUM ASSOCIATION

HOMEOWNER/RESIDENT HANDBOOK
WELCOME TO BROOKSHIRE DOWNS
This Handbook has been prepared by the Board of Directors and the Managing Agent as a quick reference for the residents of Brookshire Downs Condominiums. In addition to general information about the property, residents are encouraged to become familiar with the Rules and Regulations in the Handbook so that all can work together to make Brookshire Downs an enjoyable, safe, and attractive place to live. 

The Condominium Declaration, from which the Rules and Regulations are derived, is the document that establishes the property rights and obligations of the Association and the homeowners. Copies of this important document and the Articles of Incorporation and the Bylaws are available from either the Arapahoe County Clerk and Recorder, or the Managing Agent for a nominal fee.

ABOUT THE ASSOCIATION
All homeowners become members of the Brookshire Downs at Heatherridge Homeowners Association when they purchase a condominium in Brookshire Downs. The Association, a not-for-profit- corporation of homeowners, is the authorized management body of the Brookshire Downs Condominiums.

 The Association is governed by a Board of Directors and the day-to-day management has been delegated to Western States Property Services. All costs and responsibility of maintaining the integrity of the Condominiums are borne by the owners collectively.  Thus, all residents have a vested interest in adhering to the Rules and Regulations of the Association. 

Membership in the Association carries both benefits and responsibilities. All homeowners are encouraged to attend the annual meetings of the Association held each March.  Notification of time and place of the meetings is mailed to all homeowners. 

               ABOUT THE BOARD OF DIRECTORS
A five-member Board of Directors governs the affairs of The Brookshire Downs Condominium Association.  The Bylaws require that each member of the Board be a homeowner; be elected by the homeowners at the annual meetings; and, serve without pay.  Each Director is elected for a three-year term.  The Board elects officers from among the Directors.

The Board of Directors meets monthly, usually on the third Thursday of each month.  Homeowners are encouraged to present matters for the Board's consideration by written communication.  All such correspondence will receive a response. The time and place of the monthly meetings is available from the Managing Agent.

PROPERTY MANAGEMENT
The Board of Directors has named the professional property management firm of WESTERN STATES PROPERTY SERVICES, INC. to handle the technical and day-to-day matters of the Association.  They can be reached at:

Western States Property Services, Inc.

9145 E. Kenyon Ave, Ste 100
Denver, Colorado   80237
(303) 745-2220    Fax (303)745-3335

MONTHLY MAINTENANCE FEE
Each homeowner is billed monthly for his/her share of the common operating expenses of Brookshire Downs as determined by the budget prepared each year.  The maintenance fee is due and payable by the first of each month. Items covered by the maintenance fee include; trash removal, water and sewer, building fire and hazard insurance, heat and hot water, and exterior and common area maintenance. The maintenance fee does not cover payments of interest or principal on mortgages, property taxes or special assessments levied on individual units, or electricity bills for each unit.  Copies of the annual financial report are distributed to homeowners at each annual meeting.  They are also available from the Managing Agent.

              SPECIAL ASSESSMENTS
All homeowners are obligated to pay any special assessments created by the Association to meet extraordinary common expenses.


  INSURANCE
The Association carries a blanket insurance policy covering the building as provided in the Declaration.    Premium payments are made monthly from the operating account.  The policy is an all-risk, broad-form, replacement cost condominium/apartment package policy.  A description of the policy is available through the Managing Agent.

This policy does not cover contents, furnishings or casualty and public liability exposure within each unit. Homeowners and renters should obtain their own insurance coverage for these items.

If an annual certificate of insurance is required by your mortgage company, advise the Managing Agent and one will be provided.  If your loan is sold, the insurance agent will need to be informed in order to supply a certificate to the new company.

OWNER MAINTENANCE RESPONSIBILITY

Repairs of all fixtures, equipment and utilities installed within individual units are the responsibility of the owner.  This includes air conditioners, thermostats, zone valves, kitchen appliances, electrical fixtures, telephones, faucets, toilets, sinks, tubs, doors, and locks.  Landlords should notify tenants that most internal repairs are not the responsibility of the Association or the Managing Agent.

Each owner must keep the interior of his unit in such repair that damage to other units or common elements is avoided.  Owners shall do no act or work that will modify the structural soundness, impair functioning of utilities, or alter the appearance of the building.  Owners must also maintain, in good repair, those parts of their condo that are visible from the outside, such as windows, screens, and exterior doors.  Modification the the exterior of the building requires approval from the Board of Directors.  Ask the Managing Agent for a form.

If such repairs require turning off any building utility systems, please schedule this work with the Managing Agent. The plumbing shut-offs for most vertical hot and cold water risers are located above the ceilings of the bathrooms of the first floor units.  The main shut-offs for each  building are in the boiler rooms.

Since water leaks can cause considerable expense and inconvenience for residents, it is recommended that each owner periodically check toilet tanks, dishwashers, P-traps, and washing machine hoses.  The owner, not the Association, is liable for any water damage to surrounding units if the cause originates in the owner’s unit.  Owners are also encouraged to install and maintain smoke detectors and fire extinguishers in their units.

QUESTIONS AND PROBLEMS
Any questions, problems, or requests regarding the buildings, facilities or grounds should first be discussed with the Managing Agent.  The Board of Directors will address policy issues and related matters with at their regular meetings if the Managing Agent does not have the authority to act on them.

SECURITY/KEYS
All residents are urged to assist with security for the project.  If you observe vandalism, break-in attempts or suspicious activity call the Aurora Police at 911.  For non-emergency, police reports, call (303) 365-2844.  The Managing Agent should also be notified as soon as possible.

The Association and the Managing Agent do not have keys to the individual units or to mailboxes.  These keys and locks are the responsibility of the homeowners.  It is suggested that residents keep a spare set of keys.  Lost keys to the laundry/storage rooms may be purchased from the Managing Agent.

PARKING SPACES

Parking spaces are individually owned.  Park only in

designated parking areas.

The Association maintains no liability insurance for vehicles parked in the carports or in the open parking spaces.  Residents should maintain appropriate insurance coverage for their vehicles.

Individual homeowners have the right to ticket or have towed any unauthorized vehicle found in their space.  The name and number of the authorized towing company is posted on the sign at the entrance to the parking lot. 
CARPORTS.  There are 34 covered parking spaces owned by individual homeowners.  The Association owns two carports and leases them to homeowners on a month-to-month basis.  Residents interested in leasing a carport may check with the Managing Agent for availability. Carports are for the parking of vehicles only.  Storage of personal property, other than bicycles, is not permitted. 

ASSIGNED PARKING SPACES.  Sixty of the uncovered parking spaces have been assigned to the exclusive use of individual homeowners (one per unit).  The unit numbers are painted on each assigned space. 

GUEST PARKING. Seventeen of the uncovered parking spaces are designated as Guest Parking.  Residents are urged to inform visitors that Guest Parking is available and assigned spaces should not be used. Guest Parking spaces are reserved for visitors and not to be used for storage/parking of additional resident vehicles. If a resident has more vehicles than parking spaces, extra vehicles are to be parked on the street, not in Guest Parking. 
Speed Limit 5 MPH in parking area.
LAUNDRY ROOMS
Coin-operated laundry facilities are located on the lower level of each building.  Each resident has a key for the laundry rooms.  Laundry room hours are from 7:00 AM to 9:30 PM each day. Common courtesy dictates that residents not monopolize machines (remove loads from the machines promptly), and leave the room and machines clean. Laundry machine problems should be reported to the Automatic Laundry Company at the phone number posted in each laundry room.

STORAGE LOCKERS
Each unit has one assigned, numbered storage locker located on the lower level of each building.  Residents must provide their own lock. The Association maintains no insurance coverage or liability for items stored in the lockers. 

Additional items that cannot be stored in the assigned lockers or inside the resident’s unit must be stored off the premises.  Storage of personal property is not permitted in the common areas (stairwells, balconies or carports), except that bicycles may be stored in your carport, if you own one.

TRASH REMOVAL
Trash removal is included in the maintenance fees paid by each homeowner.  Trash pick up is 3 times a week from the dumpsters at the west end of the parking lot.  Trash should be in securely tied plastic bags, and boxes broken down, before being placed in the dumpster.  Large items such as furniture and appliances should not be left in the dumpster enclosure; they are not picked up with the regular trash.  Residents must make their own arrangements for proper disposal of these items.

Separate dumpsters are located outside the trash enclosure for recycling newspaper, glass, and aluminum.  Residents are encouraged to separate and recycle trash whenever possible.

CABLE TV
All of the condos at Brookshire Downs may be wired for Cable TV and Internet service.  Call AT&T BROADBAND at (303) 930-2000 for service.

RENTERS, GUESTS AND VISITORS

Renters, guests and visitors are expected to comply with the same rules and regulations as the homeowners.  Homeowners should inform their renters of the appropriate policies and rules.  Homeowners are fully responsible for any violations of the Rules and Regulations by renters, guests, and visitors.  Leases must state that renters are required to observe the rules and policies of the Association.  Copies of this Handbook may be obtained from the Managing Agent for distribution to renters.

GENERAL RULES AND REGULATIONS 

RESIDENTIAL USE ONLY.  The condos are for residential use only.  No business activities may be conducted at Brookshire Downs other than certain "household occupations" permitted by law.

PETS.  Only one dog, cat or other household pet may be kept in any unit.  Pet owners are responsible cleaning up after their pets at all times and must not allow their pets to disturb other residents. Pets may not be left unattended or tethered in any common areas, including balconies, patios, and stairways. Any damage to the common elements caused by pets is the responsibility of the homeowner.  

Complaints about abused pets or barking dogs should be addressed to Aurora Animal Control at 303-361-0888.

FEEDING OF WILDLIFE.   Feeding of squirrels, ducks, geese, foxes or any other kind of wildlife is prohibited by the Association.  Wild animals that are unwittingly fed do become a nuisance and a health hazard, and can destroy personal property as well as the common elements.

COMMON AREAS / EXTERIOR CHANGES.   Common areas are for the use and enjoyment of all residents.  No individual may appropriate part of the common elements for his/her own use. No painting, landscaping or other modification to the common area is permitted without prior written approval the Board of Directors, e.g. paving stones, gardens, light fixtures.

Any modifications to the building’s exterior appearance (including doors, windows, screen doors, air conditioners) must have the prior approval of the Board of Directors.  Approval request forms may be obtained from the Managing Agent’s Office.

STORAGE.  Storage of personal items is not allowed in stairwells or other common areas.  Bicycles may be stored inside the unit, in a carport or on balconies and patios.  Personal items on balconies and patios must not create a visibly unacceptable condition.  The Board reserves the right to take such measures as needed, at its discretion, to correct such conditions.

VEHICLES. Only currently licensed, operable vehicles are permitted on the property.  Vehicles that are not operable, or that have expired plates, will be towed at the owner’s expense if the vehicle is not removed within 72 hours of notification. No oversized vehicles, campers, trailers, boats, or motor homes may be stored or parked on the common elements (including the open parking spaces and covered parking) except while loading and unloading.
The repairing of vehicles on the premises, except for emergency repairs, is prohibited.

SIGNS.  No advertising signs of any kind are allowed on the property with the following exception.  A “For Rent” or “For Sale” sign, no more than 24” by 24”, may be placed inside the window of the unit.

NUISANCES.  No resident shall conduct any activity on the premises that interferes with the peaceful enjoyment of the premises by other residents.  This includes playing loud music, having disruptive, late-night parties or performing any illegal acts.

SATELLITE DISHES / ANTENNAS.  No TV, radio or other antennas may be installed on any part of the buildings or common elements.  Satellite receiver dishes smaller than 1 meter may be placed inside the patios and balconies.  They may not be attached to any wall, roof, or railing.

LEASING.  Homeowners may lease their condos provided that (1) all leases are in writing, (2) all leases are for the entire unit (no subletting by room), (3) condos are not leased for hotel or transient purposes, (4) a copy of each lease be filed with the Managing Agent, and (5) all leases state that the renters are subject to the provisions of the Declaration, Articles of Incorporation, and Bylaws of the Association 

ENFORCEMENT

The Board of Directors seeks to make Brookshire Downs a pleasant living environment for all of its residents.  To this end, the Rules and Regulations are set forth, as required by the provisions, the Bylaws.  The Bylaws empower the Board of Directors to establish and enforce such measures as it deems reasonable and necessary for the operation of the Condominium project.  The board also has the right to amend these Rules and Regulations at its discretion.

PENALTIES FOR VIOLATIONS.  Violators will be given written notice of the violation.  Failure to correct the violation will result in the unit owner being required to attend a meeting of the Board to explain why a fine should not be assessed. Fines are at the sole discretion of the Board.

Voluntary compliance with the Rules and Regulations should not impose undue restrictions on any residents and all are expected to adhere to these guidelines.
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