Chamberlain Square Condominium Homeowners’ Association Handbook
Community Standards, Owner/Renters Responsibilities, and Association Procedures
Effective Date: September 15, 2026,    Adopted by the Chamberlain Square Condominiums HOA Board of Directors and Committee
Important Notice: This handbook is intended to summarize community expectations and operating procedures for Chamberlain Square Homeowners Association. It should be reviewed against the Association’s recorded Declaration, Articles of Incorporation, Bylaws, rules, and applicable law before adoption or enforcement. If this handbook conflicts with governing documents or law, the governing documents and law control.
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1. Welcome to Chamberlain Square
Welcome to Chamberlain Square. This handbook is designed to help homeowners, residents, tenants, board members, and management understand the Association’s expectations and day-to-day procedures. The goal is to preserve property values, maintain attractive common areas, promote neighborly cooperation, and provide a clear framework for resolving questions before they become disputes.
1.1 Purpose of This Handbook
This handbook provides practical guidance about homeowner responsibilities, board procedures, assessments, architectural review, property maintenance, community conduct, parking, use of common areas, enforcement, and communication. It is not a substitute for the Association’s governing documents, but it may be used as a convenient reference for common situations.
1.2 Governing Documents
The Association is governed by its recorded covenants, conditions, and restrictions, plat or development documents, Articles of Incorporation, Bylaws, board-adopted rules, and applicable federal, state, and local requirements. Homeowners are encouraged to keep a copy of the government rules with this handbook and to review them before making exterior changes, leasing a home, disputing a charge, or submitting a request to the Board.
2. Association Governance
Chamberlain Square Homeowners Association is responsible for administering the community in accordance with its governing documents. The Association typically acts through a volunteer Board of Directors elected by the membership. The Board may appoint officers, form committees, hire vendors, retain professional management, and adopt reasonable procedures to carry out Association responsibilities.
2.1 Board of Directors
The Board is responsible for budgeting, assessment collection, maintenance of Association property, contract oversight, rule enforcement, architectural review administration, community communications, insurance decisions, recordkeeping, and long-term planning. Board members should act in good faith, avoid conflicts of interest, protect confidential information, and make decisions based on the best interests of the Association as a whole.
2.2 Officers and Committees
Officers may include a president, vice president, secretary, treasurer, and other positions authorized by the Bylaws. Committees may assist with landscaping, architectural review, finance, communications, social events, safety, or other community needs. Committees serve in the direction of the Board unless the governing documents provide otherwise.
2.3 Meetings
The Association should hold regular board meetings and an annual membership meeting as required by the governing documents. Meeting notices, agendas, minutes, voting procedures, proxies, quorum requirements, and owner comment periods should be handled consistently and documented in the Association’s records. Executive sessions may be used for confidential matters such as legal advice, collections, contract negotiations, personnel matters, or owner violations.
3. Assessments, Budgeting, and Financial Responsibilities
Assessments are the primary source of funding for Association operations. They pay for common area maintenance, landscaping, insurance, utilities, administrative costs, professional services, reserves, repairs, and other authorized expenses. Prompt payment by all owners is essential to keeping the community financially stable and avoiding unnecessary collection costs.
3.1 Annual Budget
The Board should prepare and adopt an annual budget that estimates expected income, operating expenses, reserve contributions, and planned projects. The budget should be distributed to homeowners according to the governing documents and any applicable legal requirements. Owners are encouraged to review the budget and ask questions during the designated comment or review period.
3.2 Assessments and Payment
Each owner is responsible for paying assessments, special assessments, charges, late fees, interest, collection costs, and other amounts authorized by the governing documents. Failure to receive an invoice or reminder does not excuse late payment. Owners should keep contact information current and promptly notify the Association of mailing address, email, ownership, or occupancy changes.
3.3 Delinquency and Collections
If an account becomes delinquent, the Association may send reminders, impose late charges or interest if authorized, suspend certain privileges where permitted, refer the matter to collection counsel, record a lien if authorized, and pursue other remedies available under the governing documents and law. The Association should apply collection policies consistently and maintain accurate account records. Violation fees will be sent to the owner of a $ 25.00 fine.

4. Property Maintenance Standards
Every owner is responsible for maintaining their unit, landscaping, fencing, exterior surfaces, lighting, drainage features, and other owner-maintained improvements in a clean, safe, attractive, and orderly condition. Renters are required to keeping their units clean as well as to follow HOA policies and bylaws pertaining to the property. Maintenance standards protect the appearance of Chamberlain Square and help prevent avoidable repair costs.
·  If you have a patio, the fence in area lawn should be mowed, edged, and kept free of excessive weeds, debris, overgrowth and trash.  Any fence needing repaired renters contact landlord and owners contact HOA. 
· Exterior painting, siding, trim, shutters, roofs, gutters, mailboxes, fences, and visible structures should be maintained in good repair is the responsibility of the HOA.
· Trash containers, recycling bins, tools, building materials, toys, and equipment should be stored out of public view except when in active use or awaiting collection. NO DUMPING LARGE ITEMS BY DUMPSTERS OR GARBAGE BAGS. You will be fined. There are cameras watching. Close dumpster doors on both sides to keep critters out.
· Please contact Rumpke Waste &Recycling (Rumpke.com) to schedule your large pick-up items. They will walk you through how to dispose of your large item. 
· Owners should promptly repair damage caused by storms, leaks, pests, neglect, or accidental impact. Renters are to notify your landlord for repairs or pest. 
· Drainage patterns should not be altered in a way that causes water to flow onto neighboring lots or Association property.
5. Architectural Review and Exterior Changes
Exterior changes may require prior written approval before work begins. This protects architectural harmony, neighborhood appearance, drainage, safety, and property values. Owners should never assume that a contractor, prior owner, neighbor, or informal conversation with a board member constitutes approval.
5.1 Projects That Commonly Require Approval of HOA Board
· Fences, gates, walls, and privacy screens.
· Exterior paint changes, siding changes, shutters, doors, trim, or roof materials.
· Decks, patios, porches, pergolas, gazebos, pools, hot tubs, sheds, play structures, and accessory buildings.
· Major landscaping changes, tree removal, retaining walls, grading, swales, or drainage modifications.
· Driveway expansions, walkway changes, exterior lighting, cameras, satellite equipment, solar equipment, and visible utility installations.
5.2 Review Procedure
1. Submit a completed architectural request form with drawings, dimensions, materials, colors, site location, contractor information, and expected start and completion dates.
2. Do not begin work until written approval is issued.
3. Obtain all required local permits and comply with applicable codes.
4. Complete the approved work as submitted and within the approved timeframe.
5. Notify the Association when the project is complete if final review is requested.
6. Common Areas and Community Property
Common areas are maintained for the benefit of the community. Owners, renters and guests should use common areas respectfully, follow posted rules, avoid damaging landscaping or improvements, and report maintenance concerns promptly. No owner and or renter can use the common area for private storage, construction, landscaping, parking, or exclusive use unless expressly authorized in writing. No owner or renter is permitted to remove any signs posted and are responsible for disposing cigarette buds in the proper area (dumpster) Please do not dispose your cigarette buds/trash in the fireplace located in common area.  
7. Parking, Vehicles, and Traffic Safety
Parking rules should be applied consistently and in accordance with the governing documents and local requirements. Vehicles should be parked only in designated areas and may not block residents and or owners marked parking spaces, fire lanes, access for emergency and service vehicles. No resident or tenant has the right to park vehicles in other parking spaces. This does not give a owner/renter the right to ask if they can utilize another owner/renter parking spot if they are not using it at the time.  Must be a resident of that building to park at that location.  Vistors are only permitted to park in visitors’ spaces.  Residents please do not park in a visitor space because then a visitor has nowhere to park. 
· Inoperable, unlicensed, abandoned, or visibly damaged vehicles may be subject to notice and removal where authorized.
· Commercial vehicles, trailers, recreational vehicles, boats, campers, and oversized vehicles should comply with the governing documents and board-adopted rules.
· Residents and guests should observe safe speeds and watch for pedestrians, children, cyclists, pets, delivery vehicles, and maintenance crews. Please be aware of your speed because children, pets and walkers are in the parking lot. 
8. Pets, Noise, Odors and Neighbor Courtesy
Residents are expected to act with courtesy toward neighbors and to comply with local ordinances and Association rules regarding pets, noise, nuisance, and peaceful enjoyment. Pets should be leashed where required, supervised, and cleaned up messes immediately.  Aggressive behavior, repeated noise disturbances and nuisance odors that interfere with the surrounding neighboring homes and multi-units’ complex/environment may result in Association action (violations notice/fees and or eviction if ongoing occurrences). 
9. Leasing and Occupancy
Owners who lease their units remain responsible for compliance with all HOA governing documents, rules and KY Bylaws. Lease agreements must require tenants and occupants to follow Association requirements and Landlord tenant lease agreements. All lease agreements must be signed by tenant according to when their months/s expired to be renewable. No unsigned lease will be accepted by the HOA Board of Directors.  Owners should provide the Association with any required tenant contact information, lease documentation, emergency contact information, or occupancy certifications if required by the governing documents or board-adopted policies. Tenants must abide by the Declaration of Condominiums, the KY Bylaws, and the Handbook for HOA Homeowners. CC&R can be in the owner’s deed and county clerk’s office. CC&R follows the By Laws.  A tenant who does not abide by these rules and regulations shall result in fines ($25.00) to the unit owner and notifications to the board, possibly resulting in fines or eviction if there are repeated violations from tenant and or owner of the unit. Lease can be turned into the Secretary or Treasurer.
10. Compliance and Enforcement
The Association’s enforcement process should be fair, documented, and consistent. The Board may investigate potential violations, send courtesy reminders, issue formal notices, provide an opportunity to respond or be heard when required, impose fines or charges if authorized, suspend privileges where permitted, require corrective action, and pursue legal remedies when necessary.
10.1 Standard Enforcement Steps
1. Observation or written complaint is received.
2. Association reviews the matter and confirms the applicable rule or covenant.
3. Courtesy notice or formal violation notice is sent to the owner.
4. Owner is given a reasonable opportunity to correct the violation or respond.
5. If unresolved, the matter may proceed to fine, suspension, legal action, or other remedies authorized by the governing documents and law.
11. Communications and Records
Clear communication helps the community function smoothly. Owners should keep mailing addresses, phone numbers, email addresses, tenant information, and emergency contacts’ current. The Association may communicate by mail, email, owner portal, posted notice, newsletter, meeting announcement, or other method permitted by the governing documents.
11.1 Records Requests
Owners may request access to Association records as permitted by the governing documents and applicable law. Requests should be submitted in writing and should identify the specific records requested. The Association may withhold confidential, privileged, personal, collection-related, personnel, or legal materials where permitted.
12. Insurance, Risk Management, and Emergencies
The Association should maintain insurance required by the governing documents and appropriate for common property, liability exposures, directors and officers, fidelity or crime coverage, and other risks. Owners are responsible for insuring their own homes, personal property, liability exposures, improvements, deductibles, and living arrangements.  Renters are responsible for renter insurance for items within their units. Emergency situations involving immediate danger, fire, crime, medical need, or active utility hazards should be reported to emergency services first.
13. Dispute Resolution
Most community concerns can be resolved through respectful communication. Owners should first attempt neighbor-to-neighbor discussion when appropriate and safe. If the issue involves a covenant, safety concern, common area, assessment, or board decision, the owner should submit a written request to the Association. The Board may respond in writing, invite the owner to a meeting, refer the matter to a committee, consult management or legal counsel, or use mediation or another dispute resolution process if appropriate.
14. Appendices
Appendix A: Owner Contact Information Form
	Field
	Information

	Owner Name
	

	Property Address
	

	Mailing Address
	

	Email Address
	

	Phone Number
	

	Emergency Contact
	

	Tenant or Occupant Information
	



Appendix B: Architectural Request Checklist
· Completed request form.
· Site plan showing proposed location.
· Dimensions, colors, materials, and finish details.
· Photos, drawings, product sheets, or samples.
· Contractor information and estimated project dates.
· Copies of required permits, if available.
· Neighbor awareness statement, if requested by the Board.
Appendix C: Enforcement Notice Tracking Log
	Date
	Property
	Issue
	Notice Sent
	Resolution

	



	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Emergencies: Please contact HOA Board of Directors and Landlord if you have an emergency (fire department 911, water main break (Louisville Water Company) and or medical 911 

VIOLATION LETTER 
 Below is a sample letter that will be sent to Condo Owners as a warning when Handbook Rules are violated: 
Dear Chamberlain Square Condo Unit owner/renter,
This letter is from the Chamberlain Square Homeowner Association Board and is addressed to the unit owner and or renter of the unit-------------------------------- that we find is in violation of the following policy(s). Condo policies are in place to allow all the residents at the Chamberlain Square complex to have a safe environment, clean conditions, and attractive areas to enjoy. 
Policy violation: (---------------------------------.) 
Will you please see that all occupants that use or occupy this unit adhere to the policies that are published and should be in every condo unit for occupants to read. If you are without a copy, please return an email requesting a copy and a copy of the rules will be sent back by email for you to print and place in your unit. 
Continued violation will require the HOA Board to take further action. If you have any questions concerning why this letter was sent, please respond back by email and an HOA Board member will contact you. If you are renting your unit or have guests using it, you are still responsible for their actions. 
Thank you in advance for your cooperation.
Chamberlain Square HOA Board Committee Members


