RIDGETOP COMMONS HOMEOWNERS ASSOCIATION, INC.
ADMINISTRATIVE RESOLUTION NO. 1
PROCEDURES RELATIVE TO ASSESSMENT'S
(Relating to Collection of Annual Assessments,

Special and Additional Assessments and Delinquent Payments)

WHEREAS, Article IV, Section 1 of the Declaration of Covenants, Conditions and

Restrictions creates an assessment obligation for Owners.

WHEREAS, Article IV, Section 2 of the Declaration of Covenants, Conditions and
Restrictions empowers the Board to make assessments and shall be used exclusively to provide
services and promote the recreation, health, safety, and welfare of the residents in the Property, for
the improvement and maintenance of the Common Area. The fees due to the Recreation Association

from each Lot Owner for use of its facilities shall be separately assessed.

WHEREAS, Article IV, Section 7 of the Declaration of Covenants, Conditions and
Restrictions specify the types of remedies the Association may seek when an Owner is in default

under the terms of the Declaration and By-laws; and

WHEREAS, there is a need to establish orderly procedures for the billing and collection of

said assessments.

NOW THEREFORE, BE IT RESOLVED THAT the Board duly adopt the following
assessment procedures:

I ROUTINE COLLECTIONS

A. All monthly installments of the annual assessments shall be due and payable in advance on
the first day of the applicable month; all additional or special assessments shall be due and
payable on the first day of the next month which begins more than ten (10) days after
delivery or mailing to the Lot Owner of notice of such special assessment or as specified in

the note (“Due Date”).



All documents, correspondence, and notices relating to the charges shall be mailed to the
address, which appears on the books of the Association or to such other address as is
designated in writing by an Owner. Notices of special assessment shall be sent by first class
mail postage prepaid. Non-Resident owners shall furnish the Board of Directors with an

address where mail will be promptly received by the Owner.

Non-receipt of payment coupons shall in no way relieve the Owner of the obligations to pay

the amount due by the Due Date.

II. REMEDIES FOR NON-PAYMENT OF ASSESSMENT'S

Pursuant to Article IV, Section 7 of the Declaration of Covenants, Conditions and
Restrictions, any assessment, or installment thereof, not paid within thirty (30) days after the
Due Date shall be considered late. The Board of Directors has imposed a late charge of
twenty-five dollars ($25.00). A late fee shall only be imposed once for the same delinquent

period.

If a check is returned to an Owner because it has been improperly filled out (including but not
limited to missing signature, amounts do not match, post dated) and is not re-submitted to the

Association within thirty (30) days after the Due Date, the late fee will be added.

A “Late Notice” shall be sent to Owners who have not paid assessment in full within thirty

(30) days after the due date, if directed by the Board of Directors.

No additional notice of the imposition of interest, and late fees, need be provided to the
Owner other than the Late Notice as set forth in Section II (C). Such interest and late fees,

shall constitute a lien upon the Lot of the defaulting Owner.

If a check is not honored, and is returned, and an assessment due and owing is not otherwise
received in the applicable time period as provided in paragraph II A - B above, the account
shall be deemed late and the late fee and interest shall be added. In addition, a twenty-five

dollar ($25.00) return check charge will be added.



If payment in full of any assessment payable in installments including annual assessments,
special assessments, late fees, and returned check charges and interest is not received by the
Association or its appointed agent by the 60" day after the Due Date, the account will be
referred to an attorney for collection and a “Notice of Intent to Accelerate Installments and
File Lien” shall be mailed to the Owner at the address listed on the books of the Association,
or other address as furnished by the Owner, via Certified Mail, Return Receipt Requested,

with all costs added to the delinquent Owner’s account.

If payment in full of any assessment payable in installments including annual assessments,
special assessment, interest charges, late fees, and returned check charges, is not received by
the Association or its duly appointed agent within ten (10) days after the “Notice of Intent to
Accelerate Installments and File Lien” has been issued, then the remaining installments of the
annual assessments shall be accelerated and declared due and payable in full. Interest as
indicated in Article II (B) hereof shall be added at the time of the acceleration, and a
“Memorandum of Lien” shall be filed by Counsel with the Fairfax County General District
Court. The Owner shall be so notified with a copy of the “Memorandum of Lien” and
Counsel shall also notify the Mortgagee, if known. The cost of filing the “Memorandum of

Lien” will be added to the account.

Counsel for the Association shall take other appropriate legal action as directed in writing, by

the Board, including but not limited to, suit and foreclosure.

If the Association receives from any Owner, in any accounting year, two (2) or more returned
checks for payments of assessments, the Board may require all future payments to be made by
certified check or money order for the remainder of the fiscal year. A twenty-five dollar
($25.00) charge will be made for every returned check. Action may also be taken under

Chapter 26, Section 55-516, of the Code of Virginia, at the discretion of the Board.



All costs incurred by the Association as a result of any violation of the Declaration, By-laws,
Rules and Regulations or Resolutions of the Association by an Owner, his family, employees,
agents or licensees, shall be specifically assessed against such Owner. Such costs include,
without limitation, legal or administrative expenses (regardless of whether suits or liens are
filed) resulting from an Owner’s failure to pay assessment when due or from any other default

referred to in this paragraph II (J).

The Board may grant a waiver of any provision herein upon petition in writing by an Owner
alleging a personal hardship. Such relief granted an Owner shall be appropriately
documented in the files with the name of the person or persons representing the Board
granting the relief and the conditions of the relief. Waiver shall be made on a case-by-case
basis upon review of particular circumstances. Further, waiver on one occasion shall not be

deemed or construed as a waiver in any future instance of delinquency.

The Board hereby authorizes the Managing agent to waive the imposition of interest and late
fees, on payments received by the Managing Agent thirty (30) days after the Due Date only if,
in the judgment of the Managing Agent, the delinquent Owner has owned the Lot for less than
one month at the time of the delinquency and the Managing Agent determines the delinquency
was the result of a misunderstanding of the correct procedures relative to payment of the

assessment. Further, such a waiver may be granted only once to any delinquent Owner.
Payments received from an Owner will be credited in the following order of priority:
Charges for attorney’s fees and costs.

Late Fees.

All interest accrued.
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All other charges incurred by the Association as a result of any violation of the
Declaration, By-laws, Rules and Regulations or Resolutions, by an Owner, his family,
employees, agents or licensees.

5. The monthly assessment for each lot, including special assessmentdue, as applicable.



This Administrative Resolution No.1 was adopted by the Board of Directors of Ridgetop Commons
Homeowners Association, Inc., signed by Vice-President Kathy Mullenix, and attested to by Secretary Brian
T. Greene on September 25, 2003. The Resolution will become effective on October 26, 2003.

RIDGETOP COMMONS HOMEOWNERS ASSOCIATION, INC.



