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QUICK REFERENCE

Community Association Management Company

Armstrong Management Services, Inc.

3949 Pender Drive, Suite 205

Fairfax, VA 22030

Phone: 703-385-1133

Fax: 703-591-5785

Hours: 9:00AM to 5:30PM

Community Association Manager: Wayne McCreedy
E-mail: wem@armstrong.net

After-Hours Emergency Contact:

For after-hours emergencies, such as water leaks or sewage back-ups, contact Armstrong
Management Services at telephone number listed above and follow the instructions given.
Please be sure to leave your name, address, telephone number(s) and a brief message with
the nature of your emergency. The on-call manager will return your call. Please be sure to
remain near your phone so that the on-call manager is able to reach you when he/she calls

back.



PREFACE

This handbook is for the owners and residents of Cambridge Courts Condominium. It is the fifth
edition, and replaces the fourth edition that was published in 2006. This handbook has been
prepared by the Board of Directors and Management and provides basic information about the
Association. All information contained in this handbook is believed to be correct; however, any
interpretation of the rules and regulations that affect Cambridge Courts should be based on the
Association’s governing documents and not on the material presented in this handbook.

Each unit owner should receive a copy of this handbook. Owners who rent their units should
ensure that their tenants are provided a copy. Extra copies of this handbook can be obtained
from Armstrong Management Services.



WHAT YOU NEED TO KNOW

Here are the highlights of what’s new at Cambridge Courts and what has changed since this
handbook was last issued in 2006:

° Armstrong Management Services is the management agent as of January 1,
2009.
. Wayne McCreedy is the community association manager as of January 1,

2009: Please refer to the Quick Reference section for his contact information.

. Living at Cambridge Courts: Some important guidelines for the community
(see p. iii).
° Insurance Deductible: The deductible for water damage claims has increased to

$5,000; please contact your insurance company to be sure that you have adequate
coverage. More information listed in Section 7.

° Personal Property Insurance: All unit owners are advised to purchase a
homeowner’s policy to cover their personal property and any improvements they
make to their units. Tenants are advised to purchase a renter’s policy. Important
guidelines in Section 7.

. Move-In Fee: Effective January 1, 2005, all new owners and residents are
required to pay a $125 move-in fee to help defray the cost of wear and tear to
condominium property caused by moving. This is a one-time fee paid by new
owners and tenants. Owners who rent their properties must pay the move-in fee
each time a new tenant moves into their unit.

. Preventing Frozen Pipes: Keep heat on in your unit during cold months to
prevent frozen pipes. See Section 11.

. Storage Bins: Empty bins are not available for anyone’s use. For more
information, see Section 13.

. Recycling Guidelines: Newspaper (including glossy- type magazines), metal
food and beverage containers, and certain plastic containers can be recycled. For
more information, see Section 10.

. Cambridge Courts Website: The address is www.cambridgecourtscondo.com.
The website www.armstrongconnect.net/cabmridgecourtscondo also offers
password-protected information about the community and individual accounts.
For example, owners can review their history of issues reported and actions taken.

il



LIVING AT CAMBRIDGE COURTS

In any community with a large number of people in a concentrated area it takes effort by all
residents to get along. The most commonly received complaints from residents include the
following:

Noise

Please be considerate of your neighbors, especially between the hours of 11:00 PM and
8.00 AM. Door slamming, loud televisions, loud stereos, loud parties, etc., can be
disruptive and can have a negative impact on our quality of life. See Section 9 for more
information.

Dogs

Please do not let your dogs run free on Cambridge Courts property. All dogs, including
puppies, must be on a leash. Promptly clean up after your pets. See Section 9 for more
information, and be aware that you may be assessed monetary charges for failure to clean
up after your dog.

Recycling
Please follow the rules stated in Section 10.

Trash
The trash dumpsters are for regular household trash, which must be placed in the
dumpsters or the trash removal company will not collect it. Do not place items next to,
in front of, or behind the dumpsters. You must make your own arrangements for

the disposal of large items, as well as any building materials (e.g. carpet, wood,
plaster, etc.). See Section 10 for more information.
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SECTION 1

WHO’S WHO

Cambridge Courts Unit Owners Association

Every condominium owner at Cambridge Courts is a member of the Unit Owners Association.
The Association is responsible for administering the Cambridge Courts Condominium. The
Declaration, Bylaws and other documents provide for the governance of the Condominium. All
unit owners should have received a copy of these documents at the time of settlement. If you
did not receive this information, please contact your realtor or settlement agent.

Board of Directors

Governance of Cambridge Courts is carried out by the Board of Directors, who acts as agent for
the Unit Owners Association. The Bylaws require that there be five Board members, all of whom
must be unit owners. Board members are volunteers who are elected to 3-year terms by the unit
owners. Elections are held at the Unit Owner’s Association Annual Meeting. The current Board
members are:

Name Position Date of Election Term Expires

Frances McCoy President Appointed by the 2009
Board 2008

Tracy Van Duston Vice President 2008 2011

Anna Santos de Dios  Treasurer 2007 2009

Jonathan Fisher Secretary 2008 2011

Charles Phillips Member-At-Large Appointed by the 2010
Board 2009

The Board oversees all the operations of Cambridge Courts. This includes adoption of the annual
budget, collection of monthly assessments from unit owners, and providing for the routine and
long-term maintenance of the property. The Board has the authority to contract with individuals
and companies to fulfill these responsibilities.

Management Company and Community Association Manager

The Board contracts with a management company that is in charge of the day-to-day operations
of Cambridge Courts. Our current management company is Armstrong Management Services, a
company that specializes in community association management. See the inside of the front
cover for contact information.

Common Area Maintenance

To submit maintenance requests involving common property, such as roof leaks, lights out, or
other similar concerns, please contact Armstrong Management Services at (703) 385-1133. They
will arrange for a contractor to respond to your request. Routine requests will be addressed as
the contractors’ schedules permit; emergency requests, such as an active water leak or sewage
back-up, will be handled promptly. If you are not sure whether or not your maintenance request
is on common property, please contact Armstrong Management Services to find out.
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SECTION 2

CONDOMINIUM DOCUMENTS

There are several types of documents collectively referred to as the condominium documents that
govern the operation of Cambridge Courts. All owners should have received a copy of the
documents listed below when they settled on their unit. Contact your realtor or settlement agent
if you did not receive a copy of these documents.

Declaration

This document created Cambridge Courts Condominium pursuant to Virginia law. It describes
the boundaries of the property and the boundaries of the units and common areas.

Bylaws

The Bylaws created the Unit Owners Association and contains the main governing provisions for
Cambridge Courts. Any amendment to the Bylaws requires an affirmative vote of a majority of
the unit owners, and a copy of any Bylaw amendment is mailed to current owners. Bylaw
amendments are included in the condominium documents provided to new owners when the unit
is purchased.

In 2005, unit owners approved revisions to the Bylaws as prepared by legal counsel. Copies of
these Bylaws were mailed to all unit owners for their records.

Previously, only one Bylaw amendment had been passed by the owners. This amendment,
approved by the owners in September 1996, changes the windows in the units from common-
area property to unit property. Therefore, the unit windows are the responsibility of the unit
owner for all maintenance and replacement purposes. However, the Board still maintains
architectural control of the windows, which means that owners must get Board approval before
replacing their windows.

Rules and Regulations of Cambridge Courts Condominium

A document adopted by the Unit Owners Association, which presents specific rules and
regulations that apply to Cambridge Courts.
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Policy Resolutions

The Board adopts policies formally with resolutions. To date, the following policies have been
adopted:

No. 96-1 Storage Bin Policy

This policy took effect on Jan. 1, 1996. Under this policy, a maximum of two
storage bins are allowed per unit. One bin is permanently assigned to each unit
(call Armstrong Management Services at 703-385-1133 if you don’t know the
number of the bin assigned to your unit) and is free of charge. A second bin is
available to rent for $10 per month, but there are only a limited number available.
If you wish to rent a second bin, they are available on a first-come, first-served
basis; if there are not enough bins, then a waiting list will be maintained. Contact
Armstrong Management Services for more information.

No. 89-2 Insurance Deductible Responsibility
The Board passed this policy outlining the responsibility for the payment of the
master policy insurance deductible when there is damage to a unit or common-
area property caused by circumstances in another unit. Contact the Board or

Armstrong Management Services if you have questions. See Section 7 for more
information.

No. 89-1 Procedures Relating to Assessments and Charges

This policy describes how assessments and other fees are collected. See the
condominium documents for the text of this policy.

No. 88-1 Covenants Committee Operating Procedures

This policy created the Covenants Committee. See the condominium documents
for the text of this policy.



SECTION 3

COMMITTEES

The Bylaws specifically state that a Covenants Committee must be formed. The Board authorizes
the formation of other committees to assist in managing the property. These committees focus on
specific duties or functions and report to the Board at the monthly meetings as necessary. The
committees formed at present include the following, although other committees may be formed
as needed:

Covenants Committee: Enforces the rules and regulations of Cambridge Courts. This
committee also handles requests for variances, meaning waivers of any of these rules or
regulations.

Landscaping Committee: This committee makes recommendations for improving the grounds.

Volunteer unit owners staff these committees. If you would like to serve on a committee or have
an idea for one of the committees (or for a new committee), please contact Armstrong
Management Services.



SECTION 4

COMMUNICATION

Communication between the owners, the Board, the management company, and other interested
parties is a very important aspect of maintaining the smooth operation of Cambridge Courts.
There are two major avenues of communication: meetings and written correspondence.

Meetings

Two types of regular meetings are conducted — the Annual Meeting of the Unit Owners
Association and Board Meetings. These meetings are an opportunity for unit owners to
participate in the operations of Cambridge Courts. All meetings have an “Owners Forum”
segment where owners may discuss any aspect of Cambridge Courts operations.

Annual Meetings

The Annual Meeting of the Unit Owners Association is usually held in November at Long
Branch Elementary School (directly behind Cambridge Courts on Fillmore St.). A notice is
mailed to all unit owners several weeks before the Annual Meeting. Attached to this notice are: a
meeting agenda; the minutes of the previous year’s meeting; the Board-approved budget and
reserve schedule for the following year (including the condominium fee for that year); an
application for Board candidacy; and a proxy form.

At the meeting, the Board presents a “State of the Association” discussion, new Board members
are elected, and other business is conducted. At the Annual Meeting, there must be enough
owners present, either in person or by proxy, or business cannot proceed. If you cannot attend the
meeting, please remember to complete and return the proxy form.

Board Meetings

The Board meets every month (except for the month of the Annual Meeting and December) in
building 2803 - 101B (basement unit). These meetings are usually scheduled for the fourth
Wednesday of the month. All meetings have an Open Forum where owners may address any
questions or concerns regarding the condominium’s operations.

At these meetings, Board members and our community association manager review the previous
month’s activities, the monthly financial report, and Committees report on their activity.



Written Correspondence

Written correspondence from the Board and management company can be in the form of posted
notices, mailings, newsletters, and this handbook. Please read all this information when you
receive it so that you will be informed about the issues and developments at Cambridge Courts.
Also, make sure the management company has your correct address because much of this
correspondence is mailed.

Posted Notices

Notices and important reminders such as recycling guidelines and pet rules are posted as
necessary above the mailboxes in the foyers of all the buildings.

Other Notices

Important notices, such as Annual Meeting notices, are mailed to all owners to ensure everybody
receives this information. Information may also be sent out by email to owners who have their
email registered through ArmstrongConnect. While not an official Cambridge Courts resource,
several of our residents also subscribe to a listserv where residents can ask each other questions:
http://groups.yahoo.com/group/cambridge-courts/. Updates are often sent to this listserv as well
to help reach as many residents as quickly as possible.

Handbook
The handbook is intended to provide detailed information about Cambridge Courts and the

surrounding community. It is delivered to all owners and residents when published. New owners
should receive a handbook at settlement.
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SECTION 5§

PROPERTY LAYOUT

Cambridge Courts was originally an apartment complex built during the 1940s. Condominium
conversion began in late 1984 and was completed by 1986.

Cambridge Courts is located on Arlington Blvd. (also known as Rt. 50) in Arlington, Virginia
(see map on following page). There are 34 front building entrances numbered 2401, 2403, 2405,
etc., through 2813. The buildings are oriented around courtyards, which are designated as the
2400, 2500, 2600, 2700, and 2800 courtyards.

The property is divided into two kinds of areas — the interior of each unit, which is the property
of the unit owner; and all other areas of the Cambridge Courts property, which are the common
areas. The common areas include the building stairwells, basements, attic areas, parking lots,
yards, etc. The Unit Owners Association is responsible for the care and maintenance of the
common areas. However, the Association is not responsible for the care and maintenance of
certain items that occupy common areas, but serve only one unit (for example, heat pump units).
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SECTION 6

FINANCIAL INFORMATION

Assessments

Each unit owner is assessed a monthly fee to fund the expenses of the Unit Owners Association.
This is called the assessment, also referred to as the condominium fee. Prior to each fiscal year,
the Board of Directors adopts an annual operating budget and sets the condominium fee. To
obtain a copy of the current budget, please contact Armstrong Management Services. See
Section 9 for the policies regarding assessment payments.

Expenses

The 2009 budgeted expenses for Cambridge Courts total $550,741. Most of the revenue to cover
these expenses comes from the assessments paid by each owner.

The breakdown of expenses for 2009 is as follows:

Expense % of Budget
Utilities (water, sewer, gas, electriCity)..........ceovriiiviiiiiiiiiieieineneens, 22.82%
Management COmMpany fee.........coviiiiiiiiiiiiiiit i 7.80%
Grounds maintenance CONLIACE. .......o.evueitirrentenrinreerenriireerieeeareneeieennnns 6.17%
Janitorial COMEIACt. .......o.uvuit i e e 6.79%
INSUTAINCE. ... onetii i e et e et a e 5.79%
Trashremoval........ooiiiiii i e 3.75%
Other administrative costs (legal services, printing costs, audit, etc.)............. 5.16%
Other repairs, maintenance, and SUpplies..........c.ccoooeviieiiiiiiiinineniennnn.. 13.59%
Other contracts (tree services, pest control, snow removal, gutter cleaning)..... 2.00%
RESEIVES. . .o e 25.41%
Reserves

The last expense item, Reserves, is an important part of the financial health of Cambridge
Courts. Reserves are funds set aside for future major replacements and repairs to the common
areas. The Bylaws require the Board to maintain reserve accounts. Items reserved for include
roofs, parking lots, water heaters, painting, and sidewalks. These funds are invested in insured
investments, such as certificates of deposits, money market savings accounts, and, when
advisable, government securities. Funds are transferred from the reserve accounts as needed to
pay for repairs and replacements to the common property.
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SECTION 7

INSURANCE

Cambridge Courts has a master insurance policy that covers damage to the buildings and
grounds, which includes damage caused by fire, water, etc. The policy has a $5,000 deductible
that is applied to each property damage claim. Depending on the circumstances of a claim, the
unit owner who caused the damage may be responsible for the deductible. For example, if
damage is caused by the unit owner’s property, i.e., a fixture, utility line or appliance located
within the unit, the owner may be liable for the deductible. More information on insurance
deductible responsibility is given in Bylaws, Section 6.1(e).

For any damage situations, the Board will review the circumstances with our insurance agent and
legal counsel to determine responsibility. Unit owners should always notify the management
company of unit damage if insurance coverage is involved, and should not make any repairs,
unless an emergency situation exists, until the damage is inspected by the Association’s
insurance provider.

The Board strongly encourages all unit owners and tenants to obtain appropriate
insurance coverage. You or your insurance agent may obtain an insurance certificate,
which lists the coverage provided by the master policy, by contacting the condominium’s
insurance agent, Clarke & Sampson, Inc. at 703-683-6601. Your insurance agent will need
this information in order to tailor a policy that you will provide you or your tenants with
adequate coverage.

Please note that the master insurance policy does not cover personal property, such as furniture,
TV, stereo or computer equipment.

Many insurance companies that provide policies for condominium personal property will also
include coverage for master policy deductibles. These policies can also include coverage for
water damage caused by plumbing problems and other sources. You should check with your
insurance company to be sure that you have this coverage.

14



SECTION 8

ASSISTANCE

The Board and Armstrong Management Services are prepared to help you if you have a question
or problem regarding Cambridge Courts. If you notice a maintenance problem with the common
areas, contact Armstrong Management Services directly at (703) 385-1133 for assistance.

If you are calling during daytime hours to report an emergency, such as sewage back-up or water
leak, please do not leave a voice mail message; please advise the call center that you have an
emergency and need to speak to someone immediately. For emergencies that require the police,

fire department, or paramedics, call 9-1-1 immediately, then contact Armstrong Management

Services.

To contact Armstrong Management Services after hours to report an emergency, please follow
these few simple steps:

e (Call Armstrong Management Services’ main number: (703) 385-1133 and follow the
instructions.

e Leave a brief message, which will automatically be forwarded to the on-call manager’s
emergency telephone. Be sure to leave your name, address, nature of your emergency
and a telephone number where you can be reached so that the manager may contact you.

Please be sure to stay near vour phone, or to have your phone with you at all times, so that the
manager can reach you.

If you have a problem with your own unit that does not affect other units, you must deal with it
on your own. If you are unclear whether a problem relates to other units (e.g. you have a leak and
don’t know whether it’s coming from a common element or a neighbor) you may contact
Armstrong Management Services for assistance, but if it is determined to be an owner
responsibility you will be responsible for the repair costs involved. The contractors on the
following page are provided to help you; however, this listing of commercial establishments
should not be interpreted as an endorsement by the Board of Director’s, the Cambridge Courts
Unit Owners Association or Armstrong Management Services.

15



Appliances:

Electrician:

Heating & Air Conditioning:

Locksmith:

Plumber:

Dominion Virginia Power:

Window Replacement:

VENDORS

Don Cauthen
RS Myers

Kolb Electric
Kelly Electric

ECS
Northstar
Chandler Plumbing

Allied Lock
Baldino’s

Chandler Plumbing
Triple State

Fairlington Window and Door

16

Modern Remodeling
NOVA Installation

(301) 855-7032
(703) 367-9000

(703) 941-4600
(800) 273-6133

(703) 335-2442
(703) 541-1006
(703) 536-4750

(703) 533-3400
(703) 522-6898

(703) 536-4750
(703) 533-8909

(888) 667-3000

(703) 933-8900
(703) 361-9944
(703) 378-6596

Paragon Remodeling (703) 426-5555

Sunlite

(301) 669-1700



SECTION 9

BYLAWS, POLICIES AND RULES

Bylaws
Unit exteriors

Many unit owners are not aware of Section 5.7, which restricts changes of unit exteriors. This
Bylaw states:

....No unit owner shall paint or alter the exterior of the unit, including the doors and
windows, nor shall any unit owner paint or alter the exterior of any building, without the
prior written consent of the Board of Directors or the Covenants Committee, as
appropriate....

Note that this Bylaw makes no distinction between unit and common-area property, meaning
consent is required in both cases. Some unit owners have replaced windows without the Board’s
permission, which violates this section of the Bylaws. The Board will take appropriate action in
these cases to preserve the integrity of the exteriors of all buildings on the property.

Insurance deductible

Section 6.1(e) states:
The deductible, if any, on any insurance policy purchased by the Board of Directors shall
be a common expense; provided, however, that the Association may, pursuant to

subsection 5.5(a) of these Bylaws, assess any deductible amount necessitated by the
negligence, misuse or neglect of a unit owner against such unit owner.

Policies
Assessments

Assessments are due to the Association by the first day of each month. There are several options
in making payment, use the coupons and envelopes provided by Armstrong Management
Services (the lack of coupons does not remove the responsibility to pay assessments), arrange to
have the monthly assessments automatically deducted from your account through Armstrong
Management Services, or arrange for the assessments to be paid by an electronic bill payer
service or by your banking institution. Please note that, due to the cost of printing, distributing
and processing coupons, beginning on January 1, 2010, an annual fee of $25 will be charged to
owners using coupons for payment. Owners who have not signed up for an alternative method of
payment prior to January 1, 2010 will be assessed this fee. The Board strongly encourages
owners to use an automatic debit or other alternative for monthly payments.

Send payment to the address below if you don’t have coupons and do not wish to use electronic
payment. Please be sure to include your unit address in the memo section if it is not printed on

your check.
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Cambridge Courts Condominium

c/o Armstrong Management Services
P.O. Box 7778

Philadelphia, PA 19101-7778

Please note that this address is a bank that process condo fee payments and is NOT Armstrong
Management Services’ business address.

If payment is not received by the 15th of the month, a $25 late fee will be charged. It is the
responsibility of the unit owner to make sure the check arrives at the lockbox service on time.
You will not receive credit for your payment until it is received by the Association. You may
request a wavier of a late charge by appealing to the Board. However, the Board rarely waives
the late fee.

A late fee will be charged every month if you have any unpaid assessments. If you have a past
due balance for two consecutive months, the account will be turned over to the Association’s
legal counsel for collection. You will then become liable for any charges assessed by legal
counsel in their efforts to collect on your account. In addition to placing a lien against your
property and filing suit in district court, legal counsel may accelerate your assessments, meaning
that assessments for certain future months would have to be paid in advance.

See Policy Resolution No. 89-1 for all the details of assessments and charges.

Rules

Rules are specified in “Rules and Regulations of Cambridge Courts Condominium,” which was
adopted by the Board. The Covenants Committee hears complaints and enforces these rules. Few
complaints occur but the ones that do occur are usually associated with noise disturbances or pet
violations. A summary of some of the important rules follows:

Noise

Please be considerate of your neighbors. The rules state that no sound-producing device (i.e.,
stereo or TV) should disturb or annoy occupants. Between 11:00 pm and 8:00 am, special care
should be taken when operating sound producing devices. Arlington County also has rules about
noise that apply to Cambridge Courts.

Pet violations

All dogs must be on a leash when outside (this is also an Arlington County regulation). In
all common areas, you must promptly clean up your pet’s waste. A fine will be assessed to
unit owners if they or their tenants are found not picking up after their pets. The owner
will also be held responsible for all costs associated with returning the grounds to their
previous condition (e.g. hiring someone to clean up excessive feces, cost of restoring
damaged landscaping, etc.). There are leash-law exceptions for Arlington; in designated
dog-exercise areas, your dog may be off-leash. There are five of these dog parks within
three miles of Cambridge Courts (including two which are lighted at night). To get
directions and details, please call Arlington County at (703) 228-3000 or visit the following
website: www.co.arlington.va.us.
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Please be aware that most of the complaints received by the Association involve violations of the
rules pertaining to dogs. If you are a dog owner, be considerate of your neighbors and follow
these rules.

Keys

Each unit is strongly encouraged to provide Armstrong Management Services with a copy of all
keys necessary to enter their unit. These keys will be used in emergency situations or when
entering is necessary for required maintenance such as dryer vent cleaning. These keys will not
be used for convenience purposes, such as a lockout or to allow access for a contractor hired by a
unit owner. If emergency access to a unit is necessary, and the resident(s) are not available to let
a contractor in, and Armstrong Management Services does not have a key to the unit, the unit
owner will be billed for the cost of having a locksmith provide entry.

Parking

There are no assigned parking spaces at Cambridge Courts. Owners may park up to two vehicles
in the Association’s off-street lots, and must update the owner/resident information maintained
by Armstrong Management Services with current vehicle information. Vehicle repairs, other
than light maintenance, are not allowed on the property.

Complaint Procedure

If you believe someone is violating Cambridge Courts Bylaws or rules and is disturbing you,
please try to resolve the problem by approaching the offending party. If this proves unsuccessful,
you may file a complaint with the Covenants Committee. The complaint must be in writing and
should include the following information:

your name, address, and telephone number

the name, address, and telephone number of the offending community
the rule being violated

a description of the violation

any relief being requested.

Send the complaint to Cambridge Courts Covenants Committee, c/o Armstrong Management
Services, 3949 Pender Drive, Suite 205, Fairfax, VA 22030 or via email to
wcm@armstrong.net.

The Covenants Committee will investigate the complaint and will inform the parties of their
decision. These decisions may be appealed to the Board by either party. The Board has the power
to fine parties that do not abide by the rulings made by the Covenants Committee. See Policy
Resolution 88-1 for more information.

19



SECTION 10

TRASH DISPOSAL AND RECYCLING

Regular trash should be placed in one of the four dumpsters located in the rear parking lot
(see map on p. 12). Our trash removal contractor collects trash three times per week. Please note
that CSI will only remove trash that is in the dumpster. DO NOT place trash next to the dumpster
because it will not be hauled away. Also, the contractor levies a hefty charge for any unusually
large items (for example, appliances, furniture, mattresses, and yard waste) that are placed in the
dumpsters. DO NOT place any hazardous wastes (e.g., motor oil, noxious chemicals, etc.) or
building materials (e.g. wood, plaster, old carpets, etc.) in any of the dumpsters as this will cause
our regular contractor to not empty the dumpster. You must make your own arrangement for the
disposal of large items and hazardous wastes and any contractors you use for renovations or
other work are responsible for removing their waste. Call (703) 228-6832 for information on the
proper disposal of household hazardous waste or electronics or visit http://www.arlington.va.us.

The only exception to these rules is for Christmas trees. The Association schedules a special
pickup in January for Christmas trees (a notice is placed above the mailboxes in each building).
Place trees behind the dumpsters before the scheduled date for pickup.

Cambridge Courts also has a recycling program. Newspaper, metal food and beverage cans,
plastic containers, and glass (all colors) can be recycled by using the special toters that are
located next to the regular trash dumpsters. We encourage residents to recycle as it lowers the
cost of regular trash removal and it helps the environment.

More specific recycling guidelines provided by CSI are as follows:

General

Empty and rinse all containers.

Discard caps and lids (the plastic or metal ring on top of glass bottles does not have to be
removed).

Labels do not have to be removed.
Glass
Recycle all clear, green, and brown food and beverage containers.

Examples: Soda, juice, beer, and wine bottles; salad dressing, pickle, and mayonnaise
jars; etc.

DO NOT recycle caps/lids from glass containers, drinking glasses, cups, light bulbs, plates,
cookware, Pyrex and ceramic dishes, pottery, etc.; plate, window or mirror glass; broken bottles
or jars.
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Metal Cans
Recycle all metal food and beverage cans.
DO NOT recycle foil or foil products; pots, pans, kitchen utensils, etc.; automotive parts; aerosol

cans; siding or window frames; scrap metal.

Plastic Containers

Recycle #1 and #2 type plastic containers (the number is shown within the recycling triangle that
is usually on the bottom of the container).

DO NOT recycle caps/lids from plastic containers, plastic utensils, plastic plates, plastic toys and
furniture, and garden hoses.

Paper

Recycle all newspapers made of newsprint and magazines (including glossy-type), office paper,
and cardboard (except pizza boxes, which must be discarded).

DO NOT recycle letters, regular paper, etc.

The Board will likely consider expanding our recycling efforts if they become available through
the County. In the meantime, if you want to recycle other materials, Arlington County provides
recycling centers on N. Quincy St. between Wilson Blvd. and Glebe Rd. (next to the Metro bus
garage) and at the intersection of Columbia Pike and Four Mile Run Dr. Catalogs, corrugated
cardboard, office paper, file folders, envelopes, post-it notes, paper board boxes (e.g., cereal and
shoe boxes) and telephone books are recycled at these locations. Call Arlington County
Recycling at (703) 228-6570 for more information.
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SECTION 11

WATER AND DRAINS

The water pipes and drains that service each unit are the source of many problems because of
leaks and backups. The drains are especially a problem because the pipes are old. You can help
minimize these types of problems by knowing and following the information below.

Preventing Frozen Pipes

Leave the heat on in your unit at ALL times during the cold season. Even when you are away
from the unit for an extended period, DO NOT turn off the heat. This will help to prevent frozen
pipes, which may burst and cause extensive water damage. It’s cheaper to pay for heat than to
pay for water damage.

Water Shut-Off Valves

Know where the water shut-off valves in your unit are located so that if a water leak should
occur you can save yourself, and possibly your neighbors, a lot of trouble by turning off the
water in your unit before significant damage occurs. Each unit has two main water shut-off
valves (one for hot water and one for cold water). For one-bedroom units, the valves are typically
located in the bedroom closet behind an access panel (there may be two access panels in your
closet, be sure to check which is the correct one). For two-bedroom units, the valves are typically
located in the linen closet behind the access panel. (If the valves are not located as stated here,
look for any access panel in your unit and check there). Try to allow for easy access to the valves
(don’t pile a lot of furniture or other items in front of the access panel) so that you can quickly
shut-off the water in an emergency. There are also other shutoff valves in your unit for the toilet
(under the tank on the left-hand side), for the bathroom sink (in the vanity cabinet), for the
kitchen sink (in the sink cabinet), and the washing machine hot and cold water lines (behind the
washer/dryer unit). Owners are strongly encouraged to test all shut off valves periodically to
be sure that they are in good working order. As the valves age, they can begin to leak or
may not completely shut off the water.

Clogged Drains

Unfortunately, clogged drains are a frequent problem, but we can do things to lessen the chances
of backups. Please DO NOT put the following items into your garbage disposal, drains or
bathroom commode:

Grease, including cooking oil

Rice or pasta (cooked or uncooked)
Celery and other stringy vegetables
Egg shells

Coffee grounds

Fruit rinds and vegetable peelings
Seeds

Bones

String, especially dental floss
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e Hair
¢ Feminine Products (tampons, etc.)
e Diapers

Many of these items, such as diapers, feminine products and pasta, can expand once in the pipes
and create a back-up. Other items, such as dental floss or stringy vegetables, can bind together
with other items in the drain pipes and create a back-up.

Your garbage disposal instructions may state that some of the foregoing items can be placed in
the disposal. However, because of our old pipes, please dispose of these items in the regular
garbage.

Use of Drain Clearing Products

Our plumbing contractor recommends that most commercially available drain products, such as
Drano, should NOT be used in our drain systems. Apparently, these products are highly acidic
and can damage old pipes. The exception is a product called “Drain-Care” (the liquid type),
which is a gentle kind of drain clearing product (this product must sit in the pipes for 8 hours to
dissolve the drain blockage). If you have a clog, try using Drain-Care, hot water and vinegar, or
bleach to clear the problem, or contact a licensed plumber to have the drain pipe snaked.

Water Conservation

The Cambridge Courts water bill has increased dramatically in recent years, due in large part to
increases in Arlington County water and sewer fees. These cost increases have caused the Board
to become more cognizant of water usage at Cambridge Courts. All water used on the property,
including what is used in each unit, is paid for out of the Association budget. Arlington County
has the following tips for conserving water:

Inspect your home regularly for leaks. Many leaks occur because of worn washers or valves in
faucets and shower heads.

Toilets are notorious for leaks, but these types of leaks are often less noticeable than other leaks.
If you hear water running after the tank is filled, it is likely that there is a leak in the toilet. Water
can also leak silently from the tank into the bowl (check by dropping food coloring into the tank;
if the coloring appears in the bowl, there is a leak). Please note that a single leaking toilet can
waste hundreds of gallons of water each month at considerable expense to all unit owners.

Use dishwashers and washing machines for full loads.

The Board urges all owners and residents to check for leaks and conserve so our water and sewer
expenses can be contained.

If you suspect that you have a leaking toilet, or if you have a leaking faucet in your unit, please
contact a plumber immediately to schedule repairs.
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SECTION 12

UNIT IMPROVEMENT AND MAINTENANCE

ADDITIONS, ALTERATIONS OR IMPROVEMENTS

Cambridge Courts encourages owners to renovate and upgrade their individual unit, as our entire
community benefits from improved resale values of comparable units. However, no unit owner
may make any structural addition, alteration or improvement in or to the unit without the prior
written consent of the Board of Directors. The Board of Directors must respond to any unit
owner’s request within forty-five days and the failure to do so will constitute consent for the
proposed structural addition, alteration or improvement.

Please observe quiet hours (see page 18) while doing home improvement work.

MAINTENANCE

The care and maintenance of the interior of each unit is the responsibility of the owner and
resident. For insurance purposes, the Board does require periodic maintenance of the fireplace
chimney and the dryer vent duct (see below). Each unit is equipped with appliances, including
dishwasher, heating and air conditioning system, range, and garbage disposal, and in most units,
a washer/dryer and a fireplace insert. Some maintenance guidelines regarding these appliances
are provided below. Also, information on a dishwasher recall is provided below.

Dishwasher Recall

General Electric (GE) has recalled several dishwasher models because of the possibility of fire
due to a faulty heated dry/ energy saver slide switch. If you have an original dishwasher that was
installed when Cambridge Courts was converted to a condominium, then there is a very good
chance that your dishwasher has been recalled. The models affected include GE and Hotpoint
dishwashers with model numbers GSD500D, GSD500G, GSD540, HDA467, HDA477, and
HDAA487 with serial numbers containing A, M, R, S, T, V, or Z as the second character (open the
dishwasher door and look at the right or left inside edge of the dishwasher tub for model and
serial numbers).

GE has offered to repair existing dishwashers at no cost to owners. This repair involves disabling
the slide switch which will remove the possibility of fire, although this means that the unit will
be permanently set in heated dry or energy saver mode. The company is also offering a rebate for
owners of recalled dishwashers who buy replacement machines.

For more information call 1-800 599-2929 or go to
web site http://www.geappliances.com/plcy/rcll.htm.

The possibility of fire exists only when the dishwasher latch lever is in the closed position. The

Board is not in a position to recommend repair or replacement, but urges residents not to use the
recalled dishwashers without addressing the switch problem.
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Chimney and Drver Vent Duct Cleaning

Keeping the fireplace chimneys and dryer vent ducts (including the outside screen) clean and
free of obstructions is necessary to prevent fire hazards. Every two years it is required that
chimneys and dryer vent ducts be inspected and cleaned at the expense of the unit owner.
Notices announcing this type of maintenance are mailed directly to each unit owner. It is the
responsibility of each unit owner to schedule the inspection and cleaning. The Board and
Armstrong Management Services will make arrangements with a local vendor on behalf of unit
owners; however, the cost of this procedure will be paid by each unit owner (billing information
will be provided in advance). Owners have the option of arranging their own inspection and
cleaning; however, they must provide written proof to Armstrong Management Services that
service was completed.

Dryer vent ducts may need to be cleaned more often than every two years. Be sure to check the
dryer vent door and the screen that covers it (this is located on the outside wall of the
building). Dryer vent screens were recently replaced to help prevent birds and other wildlife
from building nests in them, however, lint tends to build up on the screens over time.

Other Drver Maintenance

A flexible hose connects the dryer to the vent duct. This flexible hose is NOT cleaned as part of
the maintenance described above. Furthermore, it is not easily cleaned and since it is a relatively
inexpensive part, it should just be replaced. During a recent cleaning, the contractor noted that in
many cases, the length of this hose is causing excessive lint buildup; the hose is so long that it
forms a U shape (rather than running straight to the duct). Also, in many cases, the hose was
pinched where it connects to the duct (the contractor said this can be remedied by inserting a 90
degree elbow fitting to the end of the duct).

The Board recommends that each owner check the flexible dryer hose and replace it if any of the
foregoing problems are noted. Use metallic replacement flexible hoses (do not use the plastic
types). The Board also recommends that each dryer user clean the lint screen (located at the back
of the dryer drum or just inside the dryer door) after each use.

Washer Maintenance

Each washing machine has two water hoses that connect the washing machine to hot and cold
water pipes. If one of these hoses were to fail, there is the potential for a lot of water damage to
walls, floors, and personal property, not only in the unit where the hose breaks, but also in
adjacent units. These hoses have an expected life of 20 years. If the hoses to your washer are
original, it is time to replace them. The Board strongly encourages unit owners to replace them
if there is any sign of wear. If your hoses were replaced recently, they are most likely red and
blue in color; the original hoses were black.

If you replace your washer, be sure to keep the red and blue hoses if these were used on the
previous machine. These hoses are superior to the original black hoses.

The washer drain hose should also be checked and replaced if worn. The washer has a lint screen
located under the lid at the back of the tub, which should be cleaned after each use.
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In some units, the configuration of the washer/dryer unit makes it impossible to access the
washing machine water shut-off valves. In these units, the washer/dryer is located in one side of
a closet and blocked from the rest of the closet by a piece of wood. It may be necessary to cut a
hole to allow access to the shut-off valves. If you need to shut-off the water, you can use the
unit’s main shut-off valves (see previous chapter for information on the location of these valves).

Heating and Air Conditioning System

Be sure to replace the system filter periodically (it is located just inside the intake grate). The
heat pump (the outside part of the system) should be checked regularly by a maintenance
company. You may have noticed that many units have new heat pumps; the old pumps are over
10 years old in most cases and at the end of their useful life). If your heat pump is encased in
frost during the cold season, it is in need of servicing and is likely not working effectively.
Owners are advised to check the A/C condensate pan periodically to be sure that it is
draining properly. The condensate pan is located directly under the A/C unit and can be
easily checked. If there is water build-up in the A/C pan, please notify Armstrong
Management Services immediately.

Pest Control

If you have a pest problem in your unit, it can easily spread to other units. Please be considerate
of your neighbors and treat the problem as soon as possible. Call Sherlock’s Termite and Pest
Control to exterminate common pests, such as roaches or ants; Sherlock’s will not charge the
unit owner for this service as the cost is included in the Association budget. Call Sherlock’s at
(703) 425-1900.

Unit Windows

Windows are unit owner responsibility. See the vendor list to locate a pre-approved vendor that
can assist you with replacement of your windows; the companies listed in this directory carry the
exact type of window that meet the Association’s specifications. The Board has approved their
products for replacement of windows in Cambridge Courts, but can not endorse or vouch for the
quality or timeliness of their installation services. If you contract with one of these companies to
replace your windows you will not be required to receive approval in advance, but you must
contact Armstrong Management Services to advise them that you will be replacing your
windows as they must maintain a record of all architectural modifications that are made to our
units. You are also responsible for ensuring that the vendor you choose installs the correct type
of matching windows, as they may also carry window styles or colors that do not match. If you
choose to contract with a company not listed in this directory, you must first obtain written
approval before proceeding. You must submit your request to Armstrong Management Services
and must include a picture and specifications for the windows you plan to use so that we may
confirm that they meet the Association’s specifications. Armstrong Management Services or the
Board of Directors may request additional information or an actual sample window before
approving the vendor.

Bathroom Tub

The bathroom tubs, at least in some units, appear to have been painted, which probably was done
by the developer when the property was converted to a condominium. Tubs like the ones in the
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units originally had ceramic finishes that came from the factory with a glazed finish. This type of
finish is extremely durable, but after many years, these finishes begin to show signs of wear. The
options for a worn tub are to replace it, have it refinished, or have a tub-lining installed. The
refinishing, which may be called re-glazing (not an accurate term), is really a paint job. Although
this provides an attractive finish, it is not as durable as the original surface. It is also necessary to
treat the painted surface with more care, for example you cannot use abrasive cleaners. If you
want to have your tub refinished, then look under “Bathtubs and Sinks-Repairing & Refinishing”

in the Northern Virginia yellow pages.
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Maintenance Checklist

Washer/dryer
Hot and Cold water hoses
Drain hose
Lint screens — Washer and Dryer
Flexible vent hose

QOutside vent screen

Bathroom
Toilet flapper valve (inside tank)
Other toilet tank mechanisms
Wax seal between toilet base and floor

Tub caulking

Other
A/C condensation pan
Chimney cleaning
Furnace filter
Faucets (check for dripping)
Dishwasher recall notice (see p. 25)

Dishwasher drain hose
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SECTION 13

OTHER INFORMATION

Basements

Some of the buildings have basements where storage bins, laundry rooms, and bicycle racks are
located. All the basement doors accept the same key, which you should have received when you
moved into your unit. If you do not have this key, please contact Armstrong Management
Services.

Storage Bins

Storage bins are located in the basement of some of the buildings. Other than bicycles,
everything stored in basements must be in a bin. Bins are numbered and each unit is assigned
one free bin. If you don’t know which bin is assigned to your unit, contact Armstrong
Management Services at (703) 385-1133. In addition, a limited number of bins are available for
rental (check the Storage Bin policy for more information on how to rent a bin). DO NOT USE
vacant storage bins unless approved by the management company. Just because a bin is empty
and unlocked does not mean it is available. Use of this storage area is at the sole risk of the unit
owner or resident. It is not recommended to store anything of value in these bins. If you store
firewood, it must be in a sealed metal container to prevent the spread of insects.

The storage bin locations are:

Building Bin Numbers
2401 1-13
2409 14-39
2411 40-48
2505 49-54
2511 55-66
2603 67-80
2607 81-99
2705 100-125
2711 126-147
2805 148-153
2807 154-174
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Laundrv Rooms

A laundry room with a large washing machine and dryer is located in the basements of building
2603.

Bicycle Racks

Bicycles may be placed in the racks located in buildings 2409, 2511, 2605, 2711, 2805, and
2807. Secure bicycles to racks with a locking device (“Kryptonite” or a similar type lock is the
best type). Bicycles left in basements must be put in a rack. Bicycles are stored at the sole risk of
the unit owner or resident.

Picnic Areas

Picnic areas are located between the 2801/2803, 2711/2713, 2601/2603 and 2511/2513. If you
use these areas, please clean up afterwards. These are the only areas where the use of charcoal

grills is permitted.
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