RESOLUTION OF THE BOARD OF DIRECTORS
OF BROADLANDS ASSOCIATION, INC. NO. 2012-01
(Policies and Procedures Regarding Written Complaints)

WHEREAS, Article 4, Section 4.1 of the Bylaws grants the Board of Directors all powers
necessary for the administration of the affairs of the Association and may do all such acts and things
as are not required by the Act or the Association Documents to be exercised and done by the
members; and

WHEREAS, pursuant to Section 55-530 (E) of the Virginia Code, the Virginia Common
Interest Community Board (“CICB™) has promulgated final regulations imposing a requirement that
each common interest community adopt a reasonable procedure for the resolution of certain written
complaints from the members of such association and other citizens; and

WHEREAS, the Board of Directors deems it necessary and in the best interests of the
Association to establish orderly procedures for the review of complaints made to the Association by
its members and other citizens;

NOW, THEREFORE, BE IT RESOLVED THAT the following procedures shall be
adopted to address complaints made by members of the Association and other citizens.

A. Availability of Complaint Procedure. This resolution will be readily available upon
request to all members of the Association and citizens. This resolution shall also be included as an
attachment to the Association’s resale certificate or its disclosure packet.

B. Defined Terms. All of the terms and phrases used in this resolution shall have the same
definitions as those listed in the Virginia Common Interest Community Ombudsman Regulations.

C. Initiation of Complaint. An Association Complaint may be filed by a member of the
Association or a citizen. An Association Complaint shall concern a matter regarding the action,
inaction, or decision of the Association or its Board of Directors, which is inconsistent with
applicable laws or regulations governing the Association.

D. Complaint Form. A member of the Association or a citizen may file a complaint by
submitting a formal written complaint (“Complaint”) to the Board using the attached Complaint
Form. A completed Complaint Form must include a description of the specific facts and allegations
relevant to the individual’s Complaint, and the resolution or corrective action sought by the
Complainant. If the individual submitting the Complaint Form (the “Complainant™) knows the law
or regulation that has been allegedly violated, then the Complainant must provide a reference to that
law or regulation on the Complaint Form. The Complainant must also attach to the Complaint Form
a copy of any documents that Complainant believes support the validity of the Complaint. A copy of
the complaint procedures, including the required Complaint Form, is available from the Association
by contacting its management company which is identified below.

E. Delivery of Complaint to Association. The fully completed, signed and dated Complaint
Form and all attachments shall be mailed or otherwise delivered to the Board at the address listed
below and in such a manner that a signature is required to acknowledge receipt of the Complaint.
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Broadlands Association
21907 Claiborne Parkway
Ashburn, Virginia 20148
PH: (703) 729-9704

F. Association Notices to Complainant. All written acknowledgments or other notices
required by these procedures to be provided by the Association to the Complainant shall be hand-
delivered or mailed by registered or certified mail, return receipt requested, to the Complainant at the
address provided on the Complaint Form, or if consistent with established Association procedure,
delivered by electronic means, provided that the sender retains sufficient proof of the electronic

delivery.

G. Receipt and Adequacy of Complaint. The Association shall provide written
acknowledgment of receipt of a Complaint Form to the Complainant within seven (7) days of
receipt. If it appears that the submitted Complaint is inadequate in any way, then the
acknowledgment of receipt shall include notice of such to the Complainant and should describe how
the Complaint is inadequate and advise the Complainant of the need to submit a revised Complaint
before it can be accepted and forwarded to the Board for consideration. If the Complainant does not
submit a revised Complaint Form within thirty (30) days after the Association advises the
Complainant that the Complaint is inadequate, the Association will make a final determination on
the inadequate Complaint. If it appears that the submitted Complaint includes the required
information, it will be provided to the Board for consideration.

H. Board Meeting and Notice. All completed, signed and dated Complaints forwarded to the
Board shall be considered by the Board at a meeting, and the Board will decide what action, if any,
to take in response to the Complaint. Complaints will be considered by the Board at a regular or
special Board meeting held within sixty (60) days from the date on which the Complaint was
submitted to the Board for consideration. At least fourteen (14) days prior to the Board meeting at
which the Complaint will be considered, the Association shall provide the Complainant with notice
of the date, time, and location of the Board meeting at which the Complaint will be considered by
the Board. This Notice may be combined with the acknowledgment of receipt of the Complaint.

The Notice of Hearing shall be substantially in the following form, but may include other
information.

You are hereby notified that a hearing regarding your Complaint will be held before the

Board of Directors at (place) on (date) ,at

___(time)___. You should be present at the hearing, may be represented by counsel, and

may present any relevant evidence regarding the allegations set forth in your Complaint.

If the Complainant advises the Association that he cannot attend the hearing on the
scheduled date and indicates times and dates when they would be available, the Association may
reschedule the hearing and deliver notice of the new hearing date and time.

I. Hearing.

If the Association and the Complainant cannot agree how to conduct the hearing regarding
the Complaint, the hearing will be conducted in the following manner:
(a) make an opening statement;



(b) introduce evidence, testimony and witnesses;
(c) rebut evidence and testimony;
(d) make a closing statement.

The Complainant will go first regarding each of the stages described above. The senior director
participating in the hearing shall preside. The presiding director may, at his or her discretion, exclude
evidence or testimony that is irrelevant to the board's determinations regarding the complaint, subject
to being overruled by a majority of the participating directors.

J. Board Decision. The Board shall make a decision on the Complaint by an appropriate vote
of the members of the Board at the meeting pursuant to the Association’s governing documents. If
the Board believes that there is insufficient information on which to make a final determination on
the Complaint or that additional time is otherwise required to make a final determination, the Board
shall postpone making a final determination on the Complaint until a later scheduled Board meeting.
The Association may give notice when and where the hearing will continue by either announcing the
new hearing date and time at the meeting or by giving at least 14 days notice to the Complainant, If
the Board has sufficient information to make a final determination on the Complaint, the Board’s
final determination should include whether the Complainant’s requested action or resolution is being
approved by the Board. No appeal process is available. The Board’s decision is final.

K. Notice of Board’s Decision. Within seven (7) days after the Board makes a final
determination, the Association shall provide the Complainant with written notice of the Board’s final
determination. The notice of final determination shall be dated as of the date of issuance and include
specific citations to applicable Association governing documents, laws or regulations that led to the
Board’s final determination, as well as the registration number of the Association. If applicable, the
name and license number of the common interest community manager shall also be provided. The
Board’s notice of final determination shall also include the Complainant’s right to file a Notice of
Final Adverse Decision with the Common Interest Community Board via the Common Interest
Community Ombudsman and the applicable contact information.

L. Association’s Records. The Association shall retain, as part of its records, a record of each
Complaint Form and attachments, related acknowledgments and notices, and any action taken by the
Association or Board in response to such Complaint for a period of at least one (1) year from the date
of the Association’s final action on the Complaint.

This resolution was duly adopted by the Board of Directors this 14th day of
August, 2012,

The effective date of this Resolution shall be September 28, 2012.
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BROADLANDS ASSOCIATION
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BROADLANDS ASSOCIATION, INC.
COMPLAINT FORM

Broadlands Association, Inc. has created this Complaint Form for use by persons who
wish to register a complaint with the Association regarding any action, inaction, or decision by
the Association, its Board of Directors, or its Managing Agent which is inconsistent with
applicable law or regulations governing this Association.

This form must be fully completed and signed and dated by the complainant.
Complaint Filed By:

Name(s):

Address:

Telephone Numbers: (Home)

(Daytime)

E-mail address:

Preferred method of communication:

Complaint Against:

Name(s):

Address:

S| Pape



Describe your complaint below, as well as the requested action or resolution of the issues
described in your complaint. Please include references to the specific facts and circumstance at
issue and the specific federal laws, Virginia laws or regulations that support the complaint. Also,
please include the date, time, and location of alleged violation to the best of your ability and
attach any supporting documents, correspondence and other materials related to the complaint
(not including copies of laws, regulations of the Association’s governing documents) If there is
insufficient space below, you may attach a separate sheet of paper to this complaint form.

Description of Facts and Allegations:

Laws or Regulations Violated:

Resolution or Corrective Action Sought:

Please deliver your complaint to:

Broadlands Association
21907 Claiborne Parkway
Ashburn, Virginia 20148
PH: (703) 729-9704
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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 thirty (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, 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 Mayland Drive, Suite 400

Richmond, Virginia 23233

Telephone: (804) 367-29418504

e-mail: CICOmbudsman@dpor.virginia.gov

Complainant:

Signature Date

To be completed by Association representative only

Received by:

Print Name Date





