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MONTCLAIR PROPERTY OWNERS ASSOCIATION, INC. 

RESOLUTION #04-008 

 

Reasonable Accommodation Policy 

 
I. Purpose:  Montclair Property Owners Association, Inc. has certain obligations 

under the Fair Housing Act and the Virginia Fair Housing Law.  One is to 

make reasonable accommodations in rules, policies, practices, or services, 

when such accommodations may be necessary to afford a person with 

handicap equal opportunity to use and enjoy their respective unit.  This policy 

provides procedures for residents, prospective residents and other affected 

individuals who require such an accommodation to initiate a request and for 

the Board to evaluate, respond, and implement appropriate action on the 

request. 

II. Definitions:   

 

Unless otherwise provided by applicable law, the following definitions are 

applicable to this policy: 

 

A. Handicap – “Handicap” means with respect to a person, (1) a physical or     

mental impairment which substantially limits one or more of such person’s major 

life activities, (2) a record of having such impairment , or (3) being regarded as 

having such an impairment. 

 

   B.  Reasonable Accommodation – “Reasonable accommodation” means 

changing a rule, policy, procedure or practice that is generally applicable to 

everyone so as to make its burden less onerous on the handicapped individual 

permitting reasonable modifications of the common areas at an occupant’s 

expense.  It is impossible to determine in advance what, if any, reasonable 

accommodation is “reasonable” is determined by an examination of the facts of 

the particular circumstances. 

 

     III       Requests for Reasonable Accommodation: 

             

A. Place:  All requests for accommodations must be made in writing and                                    

delivered to the Community Manager at the following address: 

 

Montclair Property Owners Association, Inc. 

Attn:  Community Manager 

          3561 Waterway Drive 

          Montclair, Virginia 22026-1000 

              Telephone:  (703) 670-6187 

 

                      This is necessary to ensure that all requests are properly logged and    

considered.  Please do not make oral requests or requests to any other person (i.e., 

individual board members, etc.). 



                B.  Contents:  The request for an accommodation should include at least the 

following: 

1) Name of requesting party. 

2) Address (please also include telephone number where you 

can be reached). 

3) Do you own or lease the unit?  If lease, please give the 

commencement and termination dates of the lease. 

4) The nature of your handicap and whether it is permanent or 

temporary. 

5) Please describe the problem that your handicap is causing 

with respect to a rule, policy, practice, or service of the 

Association or any requested modification of the common 

areas.  Please try to be specific as to what the problem is and 

what you would like the association to do. 

6) Attached is a doctor’s confidential certification letter.  Please 

have your physician provide the information requested in the 

letter and submit it with your request.  If you have any 

questions you may contact the Covenants Administrator at 

the Association’s address and phone number. 

7) You may be contacted if any further information is 

necessary to respond to your request. 

 

IV        Consideration of Requests: 

                

A.          The property manager will acknowledge receipt of the 

request and will advise the requesting party that the request will be 

responded to promptly.  The response time will vary depending on 

many factors including the nature of the request, the urgency of the 

request and scheduled meetings of the Board of Directors. 

B.           If the requesting party has a tenant and it appears that the 

tenant is requesting a change to the interior of a unit that does not 

require approval by the Association, the requesting party will be 

directed to make the request directly to the unit owner.  If the 

request is for something that approval by the Association is 

required, the request will be processed as provided below. 

C.           The property manager will (1) make a record of receipt of 

the request, (2) review the request to make sure that the items 

described in Paragraph 3.B. above are included, and (3) provide a 

copy to the president.  If there is an apparent legal issue about the 

handicap or the nature of the requested accommodation, or if 

otherwise appropriate, the President will send a copy of the request 

to the Association’s counsel for legal advice. 

D.           If any information required by Paragraph 3.B. is missing, or 

if any additional information or clarification is necessary, the 

property manager will notify the requesting party.  If it is not clear 



to the Board of Directors that the requesting party is, in fact, 

handicapped, the requesting party may be asked to submit 

additional documentation. 

E.            If any requested accommodation will require any 

expenditure of funds, the property manager will ascertain the 

probable expenditure. 

F.            If the requested accommodation is one-time 

accommodation, requiring an expenditure of $100.00 or less, the 

President is authorized to approve the accommodation without 

referral to the Board of Directors.  Any other request shall be 

referred to the Board for consideration at its next regularly 

scheduled meeting.  In the event of an emergency, the President 

may convene a special meeting of the Board of Directors. 

G.           The property manager will notify the requesting party as to 

the Board’s decision.  If the request is granted, the property 

manager will make all necessary arrangements for the 

implementation of the request. 

H.            In the event that the Board if Directors does not approve the 

request in whole or in part, the Board acting through the President 

or such other person designated by the President will communicate 

with the requesting party in an attempt to resolve the matter in 

some other manner than requested that still effects the purposes of 

the Fair Housing Act and the Virginia fair Housing Law. 

I.            In resolving any request, the Board encourages, but does not 

require that the requesting party or someone on his or her behalf, 

meet with the Board or its designee to review the need, the request 

and the possible alternatives. 

   

 

Adopted at the Board of Director’s Meeting on January 14, 2004, effective on January 14, 2004.   

                                   









































































         Resolution #18-221 Resolution to State  
 
MONTCLAIR PROPERTY OWNERS ASSOCIATION 

BOARD OF DIRECTORS MEETING 
December 12th, 2018 
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Motion #18-220 
Chaired by: Hansen 

Move to approve minutes of December 5th, 2018 Special Board of Directors Meeting. 

Moved by 
Seconded by 

 
FOR: 
AGAINST: 
ABSTAIN: 

Larkin 
Spiess 

 
Czapiewski, Greene, Hansen, Keenan, Rash, Spiess, Taggart 

Cheng-Khan, Clemens , Larkin 

 MOTION PASSED  
 

Motion #18-221 
Chaired by: Hansen 

Move to approve standing resolution to state: Trees and shrubs planted on MPOA common area and MPOA-maintained 
medians will be species planted in accordance with Virginia Cooperative Extension (VCE) and Virginia Department of 
Conservation and Recreation (OCR recommendations, prioritizing native plants and diversifying species. Plants will be 
mulched in accordance with VCE recommendations. 

 

Moved by 
Seconded by 

Rash 
Clemens 

 
 

 MOTION  PASSED  BY ACCLAMATION  
 

Motion #18-222 
Chaired by: Hansen 

Move to add Community Guideline 2.6.1 and add Community Guideline 2.6.3 to read: 
2.6.1 Recording by Board Members 
Removed all proposed changes; this section will remain the same. 
2.6.3 Recording by a Committee 
The Communications Committee recording team is permitted to record meetings and events on behalf of the Board of 
Directors. The recording team may use audio and video equipment to record and/or live-stream meetings or events for 
the purpose of making the recorded content available to association members. 
a. The recording team members must submit a volunteer form to the Community Manager before participating in the 
recording process. 
b. The recording team leader will provide the Community Manager with an unedited version of the recording for use with 
generating the meeting minutes or other review within two business days of the meeting occurrence. This will become 
the recording secretary's recording of the meeting. 
c. The recording team will edit (without removing content) the recording and the recording team leader will provide the 
edited version to the Community Manager within 10 business days of the meeting or event occurrence. 
d. The recording team leader will work with the Community Manager to request MPAC approval to post the edited 
version of the recording to a designated hosting site for association members to view. 
e. Association Members shall send requests to access to the meeting or event recording to the Community Manager. The 
Community manager will verify that the requester is an association Member and provide instructions to the approved 
requestor on how to access the recoding. 
f. The recordings of Board meetings will be available for viewing by association Members for 30 days after the posting 
date, unless a majority of the voting Board members determine otherwise. 

 

Moved by 
Seconded by 

Spiess 
Cheng-Khan 
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MONTCLAIR PROPERTY OWNERS ASSOCIATION, INC. 

RESOLUTION NO. 21-004 

Board and Committee Meeting Guidelines 

WHEREAS, Section 4.1 of the Bylaws ("Bylaws") of Montclair Property Owners 
Association, Inc. ("Association") provides that the Board of Directors ("Board") shall exercise 
for the Association all powers, duties and authority vested in or delegated to this Association and 
not reserved to the membership by other provisions of these Bylaws, the Articles of 
Incorporation or the Declaration; 

WHEREAS, Section 55 . 1 - 18 16 .A of the Act requires all Board and any Association 
committee ("Committee") meetings to be open to all lot owners of record and prohibits the 
Board from using executive sessions or other informal gatherings to circumvent the open 
meeting requirements; 

WHEREAS, Section 55 . 1 - 1816 .B of the Act provides that notice of the time, date and 
place of Board and Committee meetings must be published where it is reasonably calculated to 
be available to a majority of the lot owners; 

WHEREAS, Section 55 . 1 - 1816 .B of the Act provides that a lot owner may request to be 
notified on a continual basis of any Board or Committee meeting such that the request is made at 
least once a year in writing and includes the name, address, zip code and email address of the 
requesting owner; 

WHEREAS, Section 55 . 1 - 18 16 .B of the Act provides that notice of special or 
emergency meetings shall be given contemporaneously with the notice provided to Board or 
Committee members conducting the meeting; 

WHEREAS, Section 55 .1-1816 .B of the Act further requires at least one copy of all 
agenda packets and materials furnished to members of the Board or Committee to be made 
available for inspection by lot owners at the same time the documents are furnished to the Board 
or Committee; 

WHEREAS, Section 55 . 1 - 1816 .B of the Act provides that any member may record any 
portion of a meeting that is required to be open and the Board or Committee conducting the 
meeting may adopt rules governing the placement and use of equipment necessary for recording 
a meeting to prevent interference with the proceedings and requiring the member recording the 
meeting to provide notice that the meeting is being recorded; 

WHEREAS, Section 55 . 1 - 18 16 .B of the Act further provides that Board or Committee 
meetings may be conducted by telephone conference or video conference or similar electronic 
means, and requires at least two members of the Board be physically present at the meeting place 
included in the notice; 

WHEREAS, Section 55 . 1 - 1 8 16 .C of the Act provides that the Board and any Committee 
may convene in executive session for certain purposes and under certain conditions established 
in the Act; 



WHEREAS, Section 55 . 1- 1816 .D of the Act further requires that the Board or 
Committee provide a designated period of time during meetings to allow lot owners an 
opportunity to comment on any matter relating to the Association, subject to reasonable rules 
adopted by the Board; 

WHEREAS, the Board deems it to be in the best interest of the Association to adopt a 
policy establishing guidelines required under the Act and for conducting Board and Committee 
meetings. 

NOW, THEREFORE, BE IT RESOLVED that the Board adopts the following policies 
and procedures for the conduct of Board and Committee meetings. 

I. MEETING PROCEDURES 

A. Notice of Meeting. Notice of the time, date and place of each Board or Committee 
meeting shall be provided to lot owners and members of the Board and Committee in accordance 
with this section. If the meeting is being held partially or entirely by electronic means, the notice 
shall include instructions for attending the meeting. 

1 .  Board & Committee Members. Notice shall be provided to Board and 
Committee members at least two days prior to the scheduled meeting date of 
the Board and Committee meetings, respectively. 

2. Lot Owners. Notice of the time, date and place of each Board or Committee 
meeting shall be published where it is reasonably calculated to be available 
to a majority oflot owners. 

B. Access to Meeting. All Board and Committee meetings shall be open to lot owners 
as observers, except that lot owners shall be entitled to participate during the open comment period 
and where otherwise invited to comment by the Meeting Chair. Registration may be required for 
lot owners to be admitted to the meeting; however, attendance may not be denied to any lot owner. 
If registration is not required, the Board, Committee or designated Association agent shall take 
reasonable steps to verify that those attending the meeting by electronic means are authorized to 
attend the meeting. 

C. Meeting Materials. A copy of the agenda and meeting materials furnished to the 
Board or Committee, other than materials for matters to be considered in executive session 
pursuant to Section 55 .1-1816 .C of the Act, shall be made available for inspection by lot owners 
two days prior to the meeting date and/or at the place of the meeting. For meetings held partially 
or entirely by electronic means, a copy of the agenda and meeting materials shall be made 
available for inspection by lot owners by electronic means on the Association's website. 

D. Meeting Minutes. The Board and Committee shall keep minutes of each meeting. 
The minutes shall state whether the meeting was held partially or entirely by electronic means as 
well as the electronic means used for the meeting. 

E. Recording of Meeting. Portions of Board and Committee meetings required to be 
open may be recorded, provided that the method of recording the meeting does not interfere with 
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the meeting. Any person intending to record the meeting must notify the Meeting Chair prior to 
the meeting that the meeting will be recorded. 

II. CONDUCT OF MEETINGS 

A. Administration of Meeting. Unless absent, the Association President or the 
Committee chair shall preside over meetings of the Board or Committee, respectively ("Meeting 
Chair"). If the meeting is held partially or entirely by electronic means, the Meeting Chair may 
designate a member of the Board or Committee or the Association managing agent as the virtual 
meeting host to administer the meeting platform ("Host"). The Host shall follow directives of 
the Meeting Chair, including the admission of attendees, muting and unmuting attendees, and 
removal of attendees. 

B. Proper Decorum. All persons in attendance shall conduct themselves in a 
considerate and businesslike manner. All meeting attendees, including Board and Committee 
members, must employ video cameras when speaking, if possible. Language, tone and volume 
at meetings shall be kept courteous. 

C. Maintaining Order. The Meeting Chair shall follow procedures outlined below to 
maintain order in the conduct of the meeting. 

1 .  Call to Order. The Meeting Chair shall make efforts to restore order if 
conduct is disruptive. 

2. Mute. If a person attending the meeting by electronic means refuses to 
come to order, the Meeting Chair may direct the Host to mute the attendee. 

3. Removal from Meeting. If the attendee continues to disrupt the meeting, 
the Meeting Chair may direct the attendee to leave the meeting; for persons 
attending the meeting by electronic means, the Meeting Chair may direct 
the Host to remove the attendee from the meeting, if attempts fail to 
encourage the attendee to come to order. A Board or Committee member 
may be removed from the meeting upon a majority vote of the Board or 
Committee members. 

4. Other Actions. Meeting attendees who do not comply with this Resolution 
also may be subject to additional sanctions in accordance with due process 
procedures established in Section 55 . 1 - 1819 of the Act and Association 
Policy Resolution: Community Guidelines; Sections 1.5 Enforcement and 
Article 5, Covenants Enforcement. 

D. Open Comment Period. A period of time shall be designated at each meeting to 
allow lot owners an opportunity to comment on any matter relating to the Association. The 
duration of and the number of topics a lot owner may comment on during open forum may be 
limited by the Meeting Chair. 

E. Executive Session. The Board and any Committee may convene in executive 
session in accordance with Section 55 . 1 - 1816 .C of the Act to consider the following matters: 
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1 .  Purpose. Executive session may be convened only for the Board or 
Committee to consider the following matters: 

• Personnel matters; 
• Consultation with legal counsel; 
• Discussion and consideration of contracts; 

• Discussion of probable or pending litigation; 
• Discussion and consideration of matters involving violations of the 

governing documents or rules and regulations adopted pursuant 
thereto for which a lot owner, his family members, tenants, guests or 
other invitees are responsible; 

• Discussion and consideration of the personal liability of lot owners 
to the Association; and 

• Such other purposes permitted by the Act. 

2. Procedure. To convene in executive session, the Board or Committee must 
take an affirmative vote in an open meeting to assemble in executive 
session. The motion shall state specifically the purpose for the executive 
session. Reference to the motion and stated purpose for the closed session 
shall be included in the minutes. The motion shall be substantially in the 
form attached to this Resolution as Exhibit 1 .  

3. Consideration of Matters. The Board or Committees shall restrict the 
consideration of matters during the executive session portion of meetings 
only to those purposes stated in the motion. 

4. Action on Matters. No contract, motion or other action adopted, passed or 
agreed to in executive session shall become effective unless the Board or 
Committee, following the executive session, reconvenes in open meeting 
and takes a vote on the contract, motion or other action. The substance of 
the matter discussed in executive session and voted upon in open meeting 
must be reasonably identified in the open meeting and in meeting minutes. 

5. When Meeting by Electronic Means. When the meeting is held partially or 
entirely by electronic means, all attendees not members of the Board or 
Committee shall be removed when executive session is assembled. 
Instructions for re-entering the meeting when executive session concludes 
will be provided before attendees are removed. The Board may take 
additional steps, appropriate to the circumstances, to confirm that only those 
authorized to participate in executive session are present. 

Adopted at the Board of Directors' Meeting held on (rt{ '-'f lf-P-02 l, effective __ , 2021. 

TY OWNERS ASSOCIATION, INC. 
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Exhibit 1 
to the Resolution 

MONTCLAIR PROPERTY OWNERS ASSOCIATION, INC. 

CLOSURE MOTION FOR EXECUTIVE SESSION 

Mr./Madam President (Chair), l move that this meeting be recessed and the Board of Directors 
(Committee) immediately reconvene in executive session to: 

D 

D 

D 

D 

D 

D 

Consider personnel matters. 

Consult with legal counsel. 

Discuss and consider contracts. 

Discuss and consider pending or probable litigation. 

Discuss and consider matters involving violations of the declaration or rules and 
regulations. 

Discuss and consider the personal liability of members to the Association. 

as permitted by Section 55 . 1 - 1 8 16 .C  of the Virginia Property Owners' Association Act. 

These matters are identified in the meeting agenda as items: 

Section 55.1-1816.C of the Virginia Property Owners' Association Act provides: 

No contract, motion, or other action adopted, passed, or agreed to in executive session 
shall become effective unless the executive board or subcommittee or other committee 
of the executive board, following the executive session, reconvenes in open meeting 
and takes a vote on such contract, motion, or other action, which shall have its 
substance reasonably identified in the open meeting. The requirements of this section 
do not require the disclosure of information in violation of law. 
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