LINCOLN HOMES CORPORATION

SHAREHOLDER HANDBOOK

This handbook has been specifically designed for Lincoln Woods.  It is intended to be used as an aid and reference for you and your family.  You will find the answers to most of your questions about the property and management.  A complete copy is available in the library.

Lincoln Woods is managed by Barkan Management, Inc.  Barkan Management is responsible for the daily operations of the site.  All policies and procedures were developed by the Board of Directors and the community.

The Board of Directors meets on a monthly basis.  These meetings are open, and shareholders are encouraged to attend.

Please feel free to call the management office during regular business hours with questions or comments regarding the management of your property at 781 259-0150.  We encourage and appreciate comments from all shareholders.

History of Lincoln Woods

Lincoln is a small New England town of approximately 5,700 people governed by a Board of Selectman.  Decisions are made at our annual Town Meeting.  Founded in 1754, now 250 years old, Lincoln was originally a part of Concord, Weston and Lexington.  It was a farm community and even today, retains its rural characteristics.  There is a strong interest in conservation with over 71 miles of conservations trails.  The people of Lincoln have worked diligently to preserve the town’s rural character.  Some residents live upon land that was occupied by their family members continuously from the early 1700’s before Lincoln became a Town.

We are fortunate in Lincoln to have Drumlin Farm, which now houses the Massachusetts Audubon Society, left by the estate of Louise Hathaway.  James and Helen Storrow’s estate is now the Carroll School.  Julian DeCordova’s property has become the DeCordova Museum and Sculpture Park.  Walden Pond lies on the border of Concord and Lincoln, where you can see a replica of Henry David Thoreau’s hideaway.  Both the Codman House and Walter Gropius House are owned and operated by The Society for the Preservation of New England Antiquities (SPNEA).

Much of the former 700 acre Chambers-Russell-Codman family estate remained in the family until the death of Dorothy Codman in 1968.  Following her death, the Rural Land Foundation (RLF) acquired 71 acres of the estate, part of which became Codman Community Farms with the remainder preserved as open land.  In 1972, 67 acres of the land was rezoned so that 17 acres were held to later become Lincoln Woods.

The town played an important and innovative role in the building of Lincoln Woods.  An awareness of its great legacy of open land, combined with the additional concern for the need to develop low and moderate income housing, supported the organization of several non-profit groups.  Lincoln Woods was created by the town explicitly and intentionally to support diversity.  A study in 1967 revealed that the reason for the departure of many residents was due to the increasing high property and rental costs and discouraged people outside of Lincoln from settling here.  Only one year after the study, 200 residents founded a non-profit corporation, the Lincoln Foundation, Inc. to build the town’s first affordable multi-family community.  Many town groups worked in unison to help make Lincoln Woods a reality.  These included the Lincoln Planning Board, Lincoln Foundation, Lincoln Land Trust, the Rural Land Foundation and the League of Women voters.  In 1974, after six (6) years of effort, the Lincoln Foundation secured total funding from Massachusetts Housing Finance Agency (MHFA) through a 40-year mortgage, and Lincoln Woods became a reality.  Wells Road was named for a beloved Town Clerk, George Wells, who warmly supported the project from the onset.

Lincoln Home Corporation, Lincoln Woods, is a cooperative corporation (co-op) where shareholder own shares of stock and pay a monthly fee based on the size of their dwelling and income.  We are proud to have a community with such a wide variety of people from many cultural backgrounds.
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A. TELEPHONE NUMBERS and WEB SITES

Approved by Board of Directors September 18, 2007

EMERGENCY TELEPHONE NUMBERS

Fire, Police, Ambulance




911

Emergency Medical Information Program

781 259-8111

Electric Emergency – NSTAR Electric


800 592-2000

Gas Emergency – NGrid




800 233-5325

Poison Control Center





800 682-9211

Red Cross – 24 Hour Emergency



800 564-1234

State Police – Emergency




978 369-4100

FREQUENTLY CALLED TELEPHONE NUMBERS

Police and Fire – Business only




781 259-8112

Comcast (cable TV and internet service)


800 473-1359

DeCordova Museum






781 259-8355

Direct TV(New Customers)





800 280-4388

Direct TV (Existing Customers)




800 531-5000

Drumlin Farm







781 259-2200

Emerson Hospital






978 369-1400

NGrid (Gas)







800 732-3400

Lincoln Journal







781 259-8533

Lincoln Post Office






781 259-8563

Lincoln Woods Management Office



781 259-0150

MBTA – Train Schedule





617 222-3200

NSTAR (Electric)






800 592-2000

State Representative






617 722-2000

State Senator







617 722-1276

Time/Temperature






617 637-1234

Town of Lincoln


Assessor’s Office





781 259-2611


Bemis Hall







781 259-1808


Board of Health






781 259-2614

Building / Engineering Dept.



781 259-2613


Clerk








781 259-2607


Codman Farm






781 259-0456


Conservation






781 259-2612


Council on Aging





781 259-8811


Dog Officer






781 259 8113


General Information





781 259-8850


Lincoln Land Conservation Trust


781 259-0199


Lincoln Public Library




781 259-8465


Lincoln Public Schools



Smith office Grades K-4



781 259-9404



Brooks office Grades 5 – 8



781 259-9408



LEAP






781 259-0615



Lincoln-Sudbury Regional H.S.


781 259-9527



Minuteman Regional HS



781 861-6500


Pierce House






781 259-9757


Planning Board






781 259-2610


Public Works






781 259-8999


Recreation






781 259-0784


Rural Land Foundation




781 259-9250


Selectmen’s Office





781 259-2600


Treasurer







781 259-2605


Water Department





781 259-8997

Verizon – (telephone) Business




800 870-9999



Line Repair Service




781 555-1611

WEB SITE ADDRESSES OF INTEREST

Codman Community Farms – www.codmanfarm.org

Codman House - www.spnea.org

Comcast – www.comcast.com
DeCordova Museum - www.decordova.org

DirecTV – www.directv.com
Drumlin Farm Nature Center - ww.massaudubon.org

Gropius House - www.spnea.org

Lincoln Schools

Lincoln Public Schools - www.lincnet.org

Lincoln Sudbury Regional H.S. - www.lsrhs.net

Minuteman Vocational Technical H.S. - www.minuteman.org

Lincoln Public Library - www.lincolnpl.org

Lincoln Woods – lincolnwoods.org
Mass Housing - www.masshousing.com

Minuteman National Historic Park - www.nps.org/mina/

Pierce House - www.piercehouse.com

Thoreau Institute - www.walden.org

Town of Lincoln - www.lincolntown.org

Walden Pond - www.mass.gov/dcr/parks/northeast/wldn.htm

FIRE EVACUATION PLAN

Two of the biggest obstacles to controlling a fire before it can do extensive damage are panic and lack of immediate action.  Therefore, it is extremely important that:

· you stay calm
· leave the location of the fire
· immediately contact the Lincoln Fire Department 
PLEASE DO NOT TRY TO EXTINGUISH THE FIRE BY YOURSELF WITHOUT FIRST NOTIFYING THE FIRE DEPARTMENT!  TAKE EVERY FIRE ALARM SERIOUSLY! As soon as it is possible to do so safely, please contact the Management office also.
1.
Fire safety equipment 
a.  In common areas, and A/B ,C/D buildings and hallways

Each hallway has several smoke detectors, fire alarm pull stations, fire extinguishers, set(s) of fire doors, and lighted exit signs at all exit doors.  The maintenance shop is fitted with a sprinkler system in the event of fire. 

The buildings are equipped to go to emergency lighting when the fire alarm system is activated (or if there is a power outage); and the fire doors will automatically close to prevent the fire from traveling further.  These doors can be manually opened.  A smoke sensor in the door closures activates these systems. 

b. In all Units
There is a minimum of two smoke detectors on the ceiling in your unit.  The smoke detector will activate and sound an alarm within the entire building and send an alarm to the Lincoln Fire Department whenever it detects smoke.

You also have two heat detectors on the ceiling.  The heat detectors will also activate and sound an alarm throughout the building and send an alarm to the Lincoln Fire Department whenever it detects a fire.

c. Fire Box Pull Stations

There are firebox pull stations outside on the property near units 19, 51, 81, in the A/B, C/D building and outside the office .
2. Instructions in the event of a fire in the A/B and C/D units

If the fire is in your unit:

· leave the unit immediately

· close the door behind you so that the fire does not spread throughout the building

First Floor Unit:
· If you are behind a closed door, feel it with your hand before opening it.  If the door is hot look for another possible exit.  If not hot, brace your shoulder against the door and open it carefully, being ready to close it if hear or smoke rushes in.

· If the fire is inside your unit, and blocking your exit out the front door, leave through the patio door, and close it behind you.  

· Do not attempt to take belonging with you or go back inside for any reason.

· If the fire alarm has not already sounded, activate one of the pull stations.  You will alert both the fire department and the entire building.

· Report false alarms to the immediately to the Fire Department. Also report false alarms to the Management, so that your smoke detector may be checked by the maintenance staff.

Second Floor Unit: 

· If you are behind a closed door, feel it with your hand before opening it.  If the door is hot look for another possible exit.  If not hot, brace your shoulder against the door and open it carefully, being ready to close it if hear or smoke rushes in.

· Exit the building using the stairways at either end of the corridor. 

· If the fire is inside your home and blocking your exit, stay calm and immediately contact the Lincoln Fire Department at 911 to let them know that you cannot leave your unit.  After calling the fire department, go out onto your balcony through the patio door, closing it behind you.  Wait for the fire department.  

· Do not attempt to take belongings with you or go back inside for any reason.

· If the fire alarm has not already sounded, activate one of the pull stations.  You will alert both the fire department and the entire building.

· Report false alarms to the immediately to the Fire Department. Also report false alarms to the Management, so that your smoke detector may be checked by the maintenance staff.

3. Instructions in the event of a fire in the common area and in the hallways of the A/B and C/D buildings

· If you are behind a closed door, feel it with your hand before opening it.  If the door is warm look for another possible exit, such as the patio or balcony. 

· First place your hand on your apartment door to determine whether or not it feels warm.  If the door is warm, the fire could be in the corridor, and it would be safer to exit via patio or balcony.

· Stay calm and immediately contact the Lincoln Fire Department at 911 to let them know that you cannot leave your unit if you are on the second floor. 

· If the door is not warm, open it carefully to check for the presence of smoke in the corridor.  Please take special precautions when opening the door because if there is a fire in the corridor, the pressure could force the door open.  Use your foot as a brace to hold the door if this occurs.

· If you feel the corridor can be used safely even though these may be some smoke, it is recommended that you exit on your hands and knees.  The air closest to the floor will be the clearest and safest because smoke rises.

· Know the number of door openings (other apartments) between your own doorway and the closest exit.  This information will help you to feel your way to the exit, or back to your apartment if the corridor is too smoky.

     4. 
General instructions and recommendations
· The Lincoln Fire Department recommends that individuals who know that they would require assistance in order to evacuate the building because of any disabilities (confined to a wheelchair, use a walker, use life saving equipment such as oxygen supply, or are visually or hearing impaired) register this information with the Lincoln Fire Department.  This will enable them to maintain a listing of those apartments where assistance should be provided in the event of an emergency.  It is also suggested that you inform the management office if you need assistance.

· It is also recommended that you keep a class ABC general-purpose fire extinguisher and a flashlight readily available and in a handy location inside your apartment.  We suggest an all-purpose dry chemical type of extinguisher that is both UL and FM approved.  It weights 2 1/1 pounds.  These extinguishers do not have to be replaced, except after use.  It is recommended that you check the pressure read-out gauge regularly and replace the extinguisher immediately if the pressure is low.

· If you actually see smoke or a fire anywhere in the development, but do not hear the fire alarm horns ringing, there could be a mechanical failure of the system.  In this case, CALL 911 or go to the nearest pull station and pull down on the handle to activate the alarm and summon the Lincoln Fire Department.

· Be prepared before a fire actually happens.  Discuss emergencies exits with all family members.  Practice fire drills occasionally and have everyone in your family familiarize themselves NOW with the location of the pull stations and a location to assemble while waiting for the Fire Department.

5.
Instructions in the event of a fire in the townhouses
· If the fire is in your apartment, leave immediately.  Close the door behind you.

· If the fire alarm has not sounded, activate the pull station closest to your apartment by pulling the handle down.  Pull stations are located near apartments 19, 51, 81 and the office.  By sounding the alarm at the pull station, you will alert both the Fire Department and your neighbors.

· Do not attempt to take belonging with you or go back inside for any reason.  Assemble outside and wait for the Fire Department.

6.
SUMMARY
· Please note that this information has been prepared in order to give you necessary and useful information, not to frighten you.  It is always best to be prepared for any emergency.  The following list summarizes the above information; and we suggest that you place the information on your apartment door or near your telephone where it will be available if needed.

· In the event of a fire, leave your apartment, if you can do so safely.  If the fire alarm has not sounded, CALL 911 or activate the pull station located nearest your apartment.  As soon as it is possible to do so safely, call the Management Office at (781) 259-0150 to be sure that Management knows of the fire.  This is particularly important if the fire breaks out during an evening, weekend or holiday when Management is closed.

· When leaving your apartment, remember to close the door behind you.

· If you cannot leave your apartment or if someone is ill in your apartment and cannot leave without assistance, call the Lincoln Fire Department and the Management Office so assistance may be provided.

· Whenever reporting a fire, please stay calm so that you can clearly state the problem and the location of the fire.

8.
Fire Safety Tips 
· In addition to the preceding, we hope that the following information will be helpful to you.

· Cooking - It is wise to wear tight-fitting sleeves while you cook so that you do not accidentally set your clothes on fire.  Setting a time will help you to remember to turn off burners or the oven.  Never use a cooking stove to heat your home.  If a pan catches fire, cover it with a lid immediately.  Keep baking soda handy to quickly extinguish grease fires.  Don’t leave toasters unattended.   NEVER COOK WHILE TAKING MEDICATION THAT MAY MAKE YOU DROWSY.

· Smoking - Large, deep ashtrays should be used.  It is wise to fill ashtrays with water before emptying them.  Upholstered furniture should be checked for dropped matches or cigarettes.  NEVER SMOKE IN BED OR WHILE TAKE MEDICATION THAT MAY MAKE YOU DROWSY.  Never light cigarettes from gas burner.

· Appliances - Do not use appliances with frayed cords.  Do not use outlets that spark. These may start an electrical fire.  Check your appliance cords frequently.  Clean appliances frequently to keep free of grease especially ovens and toasters.  Don’t hesitate to call the Lincoln Fire Department or the Management Office for an inspection of your electrical cords.  Burnt toast causes more false alarms than all other incidents put together.

· If your clothing does catch fire, stop where you are, drop gently to the floor and roll, while covering your face with your hands.  Rolling will smother the fire and covering your face with your hands will protect your face, throat, and lungs.

· If you get burned, CALL 911.  Burns require immediate medical attention.

PLEASE POST ON THE INSIDE OF YOUR UNIT DOOR
LINCOLN WOODS

50 Wells Road

Lincoln, MA 01773

Unit # _________

FIRE IN A TOWNHOUSE APARTMENT
1.
Leave your unit via the nearest safe exit.  Close the apartment door.  

2.
If fire alarm has not sounded, CALL 911 or activate the pull station located nearest your apartment. (Located nearest apartments 19, 51, 81, and the office)

3.
Assemble outside and wait for the Fire Department.

WHEN THE BUILDING FIRE ALARM SOUNDS IN THE A/B OR C/D BUILDING
1.
Feel the inside of your unit entry door.

2.
If the door is warm or hot, use your alternate exit.  If the door is cool, exit and take the closest stairwell and exit the building.  If you see smoke in the closest stairwell, turn around and use the other stairwell.


If corridor is filled with smoke, exit on your hands and knees.

3.
Second Floor Residents Only:  If the door is warm or hot, stay in your apartment and call 911 to let the fire department know that you are in your apartment AND STAND OUT ON BALCONY.  After calling the Fire Department. call the Management office at 259-0150 to also let Management know that you are still in the apartment.

Assemble outside and wait for the Fire Department.

B. LINCOLN WOODS ORGANIZATIONAL STRUCTURE 

Approved by Board of Directors July 24, 2007
1. General

Lincoln Homes Corporation “Lincoln Woods” was incorporated in 1974 to provide cooperative housing for low, moderate, and market income family units with the assistance of mortgage financing and interest subsidy from the Massachusetts Housing Finance Agency (MHFA).  MHFA was created by the state to provide low cost loans to develop affordable housing.  Lincoln Homes Corporation’s mortgage and regulatory agreement allows MHFA regulatory oversight of Lincoln Woods to assure that it maintains its mission for affordable housing, adequately maintains the physical plant, and maintains sufficient capital reserves while remaining financially stable.  For example MHFA must approve any changes to our occupancy agreement, bylaws, and policies and approves the annual budget.  MHFA also mandates a mix of income levels, 32 (thirty-two) low income units, 40 (forty) moderate units, and 53 (fifty-three) market units.

The low income subsidy program is overseen by the Department of Housing and Community Development (DHCD) and Massachusetts Housing Finance Agency (MHFA) through the Massachusetts Rental Voucher Program (MRVP).  Low income shareholders pay 40% of their income (less allowable deductions as provided for in the DHCD regulations) for their monthly carrying charge.  The state reimburses the difference between the 40% and the minimum carrying charge.  

The moderate income subsidy program is overseen by MHFA through the 13A Interest Reduction Subsidy Program.  The state through this program subsidizes moderate income shareholders by crediting Lincoln Homes Corporation approximately $112,619 per year interest subsidy.  Moderate Income shareholders pay 30% of their income (less allowable deductions as provided for in the 13A regulations) for their monthly carrying charge (up to current market rate) or the minimum base moderate rate, whichever is higher.  

The corporation has been determined to be a "cooperative housing corporation" as defined in Section 216 (b) (1) of the Internal Revenue Code of 1954, as amended, and stockholders are entitled to deductions for real estate taxes and mortgage interest payments allowed by Section 216(a) of the Code.

The Lincoln Homes Corporation Articles of Organization imposes restrictions on the transfer of stock and the transfer price.  See Lincoln Woods Articles of Organization.
2. Board of Directors       See the Lincoln Woods By-Laws and the List of Lincoln Woods Board of Directors
The Corporation is governed by a Board of Directors which is elected by the shareholders annually on a rotating basis.  The number of directors can not exceed fifteen (15) or be less than three (3), and their tenure will be either one (1), two (2), or three (3) years to be determined so that only one-third (1/3) of the directors are elected in any one year, allowing for continuity on the Board.

The officers of the Corporation are a president, treasurer, and clerk, and any other officers as the directors may elect or appoint.  The officers shall be elected annually by the directors at their first meeting following the annual meeting of the stockholders.  No officer or director of the Corporation need necessarily be a shareholder or a resident.

The president shall be the chief executive officer of the Corporation and, subject to the control of the directors, shall have general charge and supervision of the business of the Corporation.  Any vice-presidents shall have such duties and powers as shall be designated from time to time by the directors.  

3. Committees
   See the Committee Descriptions and Responsibilities
The Board of Directors annually creates the committees necessary to perform detailed work.  Historically, the Board has created the following committees: Activities, Communication/Welcoming, Environmental, Facilities/Capital Needs, Finance Committee, Grievance, Policy and Procedure and Social Action.

The size of each committee is not to exceed seven (7) members and it is recommended that the majority of a committee be shareholders-at-large (non-board members).  A memorandum will be sent to each shareholder annually soliciting his or her participation on a committee. The Board liaison, appointed by the Board of Directors, may also solicit members.  All committees report to the Board of Directors and do not have the authority to act on their own.  Committees may meet on an as-needed basis, or as designated from time to time by the Board of Directors.

4. Cooperative Meetings

All shareholders are invited to attend meetings, however, it should be understood that these are business meetings.  If shareholders have any agenda items, they must be submitted to the attention of the management office, in writing, no later than the Wednesday prior to a regularly scheduled Board meeting.   

Stockholders - Annual meeting normally held in April of each year.

Board of Directors - Monthly Business Meetings are held on the third or fourth Tuesday of each month.

Committees:  Committees meet as needed – check with management office or on the bulletin board for the meeting schedule.

5. Management Agent - 
To assist the Corporation in the management of Lincoln Woods, the Board of Directors has a current contract with Barkan Management Company, Inc. to act as its management agent for the property.

Barkan Management Co., Inc. is responsible for the day-to-day management of the operation of the property.  This includes, but is not limited to, negotiation and correspondence with Massachusetts Housing Finance Agency (MHFA) and the Department of Housing and Community Development (DHCD); determination of assessments for low and moderate income families (recertification’s); receipt of monthly carrying charges from shareholders; communication with resident stockholders; receipt and management of work order requests.  Additional responsibilities include the maintenance of the facilities and grounds, managing the water treatment plant, snow removal, lawn maintenance, preventative maintenance, and annual unit inspections.  The on-site management staff is listed in the Appendix.

The management office is located in the Community Building, 50 Wells Rd., and can be reached at (781) 259-0150.  Complaints or issues which are not able to be resolved by the site management staff may be referred to the Board of Directors or the Senior Portfolio Manager of Barkan Management Co., Inc. at (508) 497-3444.

For further detailed information on normal procedures and emergencies, see the relevant paragraphs later in this document.  When the management office is closed, the answering service will take messages and/or page the appropriate maintenance staff person for designated emergencies.

C. AMENITIES    Approved by the Board of Directors July 24, 2007

1. Bulletin Boards 

Bulletin boards are located in the lobby of the community building, and in the lobbies of buildings A/B and C/D. These bulletin boards are for the exclusive use of Lincoln Woods shareholders and Management

Draft minutes of the Board of Directors meetings will be posted as soon as possible after monthly meeting.  Other notices of community interest will be posted from time to time by Management and residents.  Periodically Management will remove aged or unauthorized postings.

2. Community Room 

(See Community Room Use Policy and Agreement)

The Lincoln Woods community room is available for functions of Lincoln Woods shareholders.  Residents under the age of twenty-one (21) must be chaperoned by a parent or guardian, who is a resident of Lincoln Woods.  Lincoln Woods reserves the right to deny use of the community room to any shareholder who does not meet policy or has been in noncompliance with policy in the past.

3. Laundry Facilities


Coin-operated laundry machines are located in the community building. The washers take about 1/2 hour and the dryers take about 1 hour. The dryers must be restarted every time the door is opened. These machines receive heavy use, so please remove your laundry immediately. Please help keep the laundry room functional by following these guidelines:

· The washer and dryers do not accept Canadian coins.

· Before and after using a machine, clean the lint trap.

· Do not use dyes in the washers.

· Clean up all spills and keep the room tidy.

· Remove your clothes promptly when the machine shuts off.

· Close the window (if open) and turn out the lights when finished.

· Do not prop open the door entering the building while using this facility.

4. Mailboxes
Locking mailboxes are provided in the lobby of the community building (for townhouse shareholders), and in the lobbies of buildings A/B and C/D buildings.  Mail is delivered at approximately 12:00 p.m., Monday through Saturday. There is also a small mailbox at the entrance to the community building to deposit out going mail. 

5. Parking
(See Vehicle Policy)

All shareholders are assigned a parking space.  All vehicles belonging to shareholders are required to display a Lincoln Woods parking sticker.  Parking is not allowed along Wells Road, violators are subject to being towed.

6. Recreational Facilities


Lincoln Woods



Basketball Court   



Playgrounds 



Library


Town of Lincoln community resources  



Town of Lincoln Web site   www.lincolntown.org



Codman Farm



DeCordova Museum 



Drumlin Farm



Hiking Trails



Library



Pierce Park




Swimming Pool



Tennis Courts



Walden Pond

7. Shopping Areas

The Mall at Lincoln Station is adjacent to Lincoln Woods.  This shopping center contains a grocery store, post office, gift shop, coffee shop / luncheonette, bank, travel agency and art gallery.  Within walking distance there also is a hair dresser, barber, dentist, dry cleaner, gas station, travel agency and pizza shop.

8. Telecommunications

Antenna Hook up. Lincoln Woods has a master TV antenna system.  For instructions on how to properly connect your TV to this system please contact the office for instructions. No individual TV antennas may be installed in Lincoln Woods (because of the condition of roofs and fascia boards, problems with lead ins and for aesthetic reasons).  

Cable 

Comcast Cable.  If you would like cable or high speed internet service installed in your unit or you are having trouble with the service, you should call contact Comcast directly at (877) 856-0468.  Comcast does not require a signed permission slip as Lincoln Homes Corporation has an installation contract which replaces the need for this form.  You will, however, require a letter from the Management Office for the purpose of allowing cable installation on the second floor of the unit.  The expense of the installation is done at the resident’s expense.  

Verizon. The Town of Lincoln has also authorized Verizon to provide cable services to the town but Lincoln Woods is not wired at this time.

Satellite.  Lincoln Woods allows shareholders to install satellite dishes, please see the Satellite Dish Policy for details.
9. Transportation

Lincoln Woods is within walking distance of the commuter railroad to Boston. This commuter rail service is the  Fitchburg / South Acton Line and stops at North Leominster, Shirley, Ayer, Littleton, South Acton, West Concord, Concord, Lincoln, Hastings, Kendall Green, Brandies/Roberts, Waltham, Waverly, Belmont, Porter Square (with connection to MBTA red line) and North Station. 

D. MAINTENANCE SERVICES    

Approved by the Board of Directors July 24, 2007
1. When to call for maintenance


Please notify the office as soon as possible of any accident, defect, need for repair, or malfunction of any aspect of the unit, building or building equipment.  If you suspect a problem, contact the management office and place a work order right away.  Failure or waiting to report a problem (i.e. leaks, refrigerator not cold enough) could worsen the problem.  This could lead to more serious damages and could cause the resident to be financially responsible. 

2. How to submit a work order 

To submit a work order, you should call or stop by the management office, leave a message with the answering service, or leave a note in the internal drop box.  Please do not give work orders to the staff while they are on site or in your home doing other work.

There are three types of maintenance calls that are written into work orders: resident request, scheduled, and emergency.

3. How work orders are processed 


Standard work order.  The maintenance staff will respond to the call within forty-eight (48) hours.  If it is not possible to complete the work order at that time (parts needed, outside contractor has to be called in) you will be notified. 


Work orders following annual inspections.  All units are inspected on an annual basis, and any work orders generated as a result of this inspection will be taken care of in the order the unit was inspected.  


Emergency Calls.  An emergency call will be responded to immediately (24 hours a day / 7 days a week).  Items, which are considered emergencies, are:



1.  No heat



2.  No hot water.


3.  Clogged kitchen sink 


4.  Clogged toilet (please attempt to release the clog first with a plunger)


5.  Any type of sink, pipe or toilet leak.


6.  Refrigerator malfunctions.


7.  Sewerage backup or ejector/sump pump problem.


8.  Towing (only if you are blocked in, unable to move your car, or cars are blocking emergency access on street for more than 15 minutes).


9.  Lock out (a lock out fee for lockouts that occur before or after normal business hours may be charged).

10.  Security problems such as a broken lock to either individual doors or the entrance to the A/B, C/D buildings.
4. Management entering your unit 

It is generally assumed that when you call in a work order you will be expecting the maintenance staff within the next 24 hours, unless you tell us differently.  The staff will make every attempt to perform work in your home at your convenience.

If you would like to be at home when the work is done, please notify the management office when you place the work order and one of the maintenance staff members will contact you by telephone.  In an emergency, we will need to enter your home immediately and we may not have time to acquire your permission.

A copy of the work order will be left in your unit if you are not at home when the work was done.  If you have a question or comments about the work, call the management office as soon as possible.

5. Possible Additional Charges    (See Possible Additional Charges Policy)

It is the Shareholder’s responsibility to pay amounts due for repairs for property damage, reasonable wear and tear excepted, caused by the intentional or negligent conduct of Resident, a member of the Resident’s household or guests within thirty (30) days after receipt of a bill from the Corporation.  The written bill sent to the Shareholder shall include the items of damage, the corrective action taken and the cost thereof. As stated in the Occupancy Agreement Section E 5.  All damages should be reported to the management office for coordination of repairs.

Examples of something you may be charged for:

· If a washing machine hose breaks and water runs out onto the floors and into the drywall, you will be charged time and material for the repair.  

· A work order request for door locks (or mail box lock) to be changed.  The maintenance staff will notify you of the charge.

· If foreign objects clog a toilet or drain, the cost of the repair (whether by the site staff or an outside contract) will be charged back to the shareholder.

Lincoln Woods is not responsible for the maintenance, installation, removal, or repair costs associated with any damage as a result of washers, dryers, air conditioners, or waterbeds.

6. Preventive Maintenance (Annual) Inspections

The annual preventive maintenance inspections are vital and a necessary part of keeping Lincoln Woods well maintained.  It is also a good method of addressing items before they become an emergency.  The inspections generally take about 30 minutes, and pose little or no inconvenience to the shareholders. Work orders (if necessary) will be written following the inspection, and any work required will be completed within the next thirty (30) days, if possible.  Notices will always be sent by the Management Office at least three (3) days prior to the inspection.

7. Lawn Care Program 

The policy of Lincoln Woods is to attempt to use as many organic products as are available, while simultaneously integrating intermittent pesticide and herbicide applications only when and where necessary.  Residents have the right to deny the application of synthetic herbicides and pesticides in the local vicinity of their unit.  Playground areas will also be excluded.

We discourage residents from individually treating their own lawn area with pesticides and herbicides because it can actually do the entire lawn more harm than good.  It also compromises the organic attempts we are trying to implement.


Guidelines for lawn care program

1.
Reseeding the bare spots with grass seed, which is more resistant to bugs and using compost in lieu of loam.


2.
Apply properly balanced organic fertilizer and lime.

3.
When grass is mowed, the grass will be left longer as this will prevent bug infestation and fungi.

4.
We treat all front lawns with crab grass pre-emergent; weed control and insect control, unless otherwise specified by resident.  Back yards are treated with lime and fertilizer.


Watering

Since Lincoln Woods does not have a sprinkler system, residents are encouraged to assist the staff with more frequent watering of their immediate yards.  Hose spigots are located on buildings in many areas of the property.  

8. Cleaning of common areas 

Cleaning of the interior common areas of the A/B, C/D, and community buildings have a daily and weekly schedule.  This includes vacuuming, sweeping, cleaning windows, emptying trash barrels, and mopping floors.  An outside cleaning company cleans the carpets twice a year in the spring and fall.

E. TRASH DISPOSAL GUIDELINES - Draft 8 – with board corrections and update on Lincoln Woods recycling 1/5/2007
Dumpsters are sized to service the residents living in the area where it is placed, so as a general rule try to use the dumpster nearest your unit.  Lincoln Woods recycles.  Please do not park in front or around dumpsters.

1. Disposal of Household Trash and Food Waste

All trash should be properly bagged before it is deposited into a dumpster.  Trash should be put inside the dumpster and not left on the outside.  Please make every attempt to throw trash bags back as far as possible.  Make every inch count!  Always close the door or lid when you are through.

Please do not flush or put into the drain any products containing Quaternary ammonium compounds (QAC) such as benzalkonium chloride as they can adversely affect the treatment plant process of nitrifying bacteria.  These hazardous items should also not be put into the drains:  paint and paint strippers, photography supplies, solvents, degreasers, lighter fluid, hobbies / artist supplies, poisons and pesticides.  Please use green cleaning products whenever possible (for example baking soda, vinegar, etc.).

a. Food Waste

Do not overload your disposal.  Add only small amounts of food waste at a time.  Grind food with a strong flow of COLD water.  Corn husks/silks, celery strings, rice and large amounts of fats and greases should never be put down the garbage disposal.  If you have a large amount of fat and grease, please place it in a container, allow it to solidify and then dispose of it in the trash.

Any food placed in the dumpsters should be tightly wrapped.

b. Trash

Only household trash can be put into the dumpsters.  If you need to dispose of other unwanted materials such as furniture, tires, wood, bikes, mattresses, carpets, large cardboard boxes etc., please contact the management office and they will arrange for disposal of these items at the town transfer station on Wednesday of each week. 

.

Kitty litter and other foul smelling refuse should be disposed of in a plastic bag which will trap odors.

You can reduce the volume of your trash by participating in Lincoln Wood’s recycling program.  Smashing down parts of your trash (tin cans or large plastic containers), will go a long way toward minimizing the trash and cut costs.

c. Recyclables -  See attached Lincoln Recycling Guidelines

Lincoln Woods recycles mixed papers and commingled recyclable clean containers such as glass, metal, plastic, and waxed containers.  Please place these items in the appropriate marked recycling container.

  d. Disposal of Hazardous Waste

Items considered hazardous waste are not allowed in or around dumpsters, the Town of Lincoln usually has several collection days each year for disposal of these items.  Do not put plastic bags in either bins. 
For information on hazardous waste see the attached sheet or call the Town of Lincoln Building Department at (781) 259 2613. 

2. Town of Lincoln Transfer Station (see Lincoln Recycling Guidelines – Appendix  )
The Town of Lincoln transfer station accepts household trash (no building materials or office machines) and the following clean recyclables: mixed paper, glass, metal, plastic (labeled # 1-7), and waxed containers. For complete Town of Lincoln Recycling Guidelines see attached Lincoln Recycling Guidelines or visit www.lincolntown.org/depts/recycle.

Electronics are collected twice a year. For example: CRTs. TVs, computers, microwaves, refrigerators, freezers, air conditioners (with Freon), propane tanks, dehumidifiers, VCRs, DVD and CD players, record players, radios.  Look for dates in Lincoln Journal or call the DPW at (781) 259-8999.

There is also a swap table for reusable items.

Directions to Transfer Station:  Turn left onto Lincoln Road.  At stop sign near Library, Lincoln Road becomes Bedford Road.  Cross over Route 2, at end of road turn right onto Route 2A.  Drive 150 yards past Hanscom Drive. The Transfer Station is located on the right. 

Please note that the transfer station may be closed without notice during inclement weather and in emergencies. 
Transfer Station Stickers are available at no charge. Stickers may be obtained at the DPW office on Lewis Street Monday through Friday from 7:00 a.m. to 3:00 p.m. Proof of residency is required. 
F. ENERGY CONSERVATION    -Approved by Board of Directors October 16, 2007
As shareholders and owners, we all have a stake in keeping our utility costs down.  Remember you pay for your heat, hot water and gas indirectly through your monthly carrying charge.  Conscious measures taken towards energy conservation will benefit the entire community!

What can you do?

Keeping your unit warm and comfortable doesn’t mean spending more on utility bills.  Here are a few suggestions to manage those costs.  We will all be more comfortable knowing we’re doing the right thing.

· Install covers on outside of air conditioner sleeves. You can buy a cover or use a plastic tarp and some duct tape.  Some people also like to cover the inside of the a/c unit.  There are commercial low cost covers available.
· Controlling thermostat temperature settings will help keep energy costs down without sacrificing comfort.  When your home is cold, make small degree changes.  Setting the thermostat on high won’t help it warm up any faster.  Keep your thermostat at 68 degrees Fahrenheit during the day, 60 to 65 when sleeping or when you’re out for extended periods of time.  If you have a programmable thermostat and need help programming it please contact the office.  These small adjustments can save as much as 15% of the energy bill.

· Cutting your shower time in half can save up to 33% on our hot water heating costs.

· Wash clothes in cold water whenever possible.

· If your unit is too hot, don’t just open a window; work with the maintenance staff to solve the problem.  It may be that the heat control (zone valve) in the baseboard is malfunctioning.

· Open blinds and curtains on the sunny side of the house (the south-facing side) when the sun is shining and close them as soon as the sun goes down to retain the solar heat.

· Close curtains on the shady side of the house (north facing side).  If you don’t have curtains, consider installing some.  Curtains made from heavy fabric with lots of fold (fullness) can prevent cold air from seeping in and warm air from seeping out, which reduces heating costs.
· During hot weather keeping windows and blinds/curtains closed will help reduce the need for air conditioners.
Thank you for being a responsible energy consumer.

Together we can make a difference!

G. MAJOR DEVELOPMENT SYSTEMS    


Approved by the Board of Directors, October 16,2007
1. Heating and Hot Water Systems

Heating within individual units and in common areas is supplied through fin tube baseboard radiators. Residential heating controls consist of low-voltage programmable or non programmable thermostats, electric radiator zone valves, and dampers, which are built into the radiators. 

Heated water is distributed to radiators through a looped network of piping to the buildings, running below and above ground, and originating at one of four boiler rooms. Controls at the boiler rooms adjust the temperature of the water automatically by outside temperature.  The colder it is outside the hotter the boilers run.  Residential thermostats control only the opening and closing of zone valves within the radiators. The room temperature within an individual residence is governed by the length of time that heated water flows through the baseboard system. When the outdoor temperature rises above a designated level, the heating system will shut down along with the circulating pump, which otherwise distributes heated water continuously through the system.

Each boiler room houses a Peerless gas-fired space heating boiler and one or more Weil McLain ultra gas-fired water heating boilers connected to one or two adjoining hot water storage tanks. The water heating boilers provide domestic hot water to residential units in a distribution system that is independent of the heating system. Hot water is circulated continuously through the distribution system giving residents hot water quickly from the tap.

2. Sewage Treatment Plant 

Because the Town of Lincoln does not have a municipal sewage system, Lincoln Woods operates a sewage treatment plant at its own expense to handle sanitary waste.  
The Lincoln mall which is owned by Rural Land Foundation is tied into and shares the cost, ona usage basis, of operating the treatment plant. 

Two lift stations are provided to pump the sewage from the housing site to the plant.  The sludge is disposed of in a state-approved facility after removal by truck. This sludge removal is also an obligation of the Corporation.  The lift stations have two alarms, located on the exterior of units 69 and C12, which are activated on site in the event of a problem.  If you hear these alarms go off, it would be greatly appreciated if you would call the office (or answering service) and report this emergency to management.

Please do not flush or put into the drain any products containing Quaternary ammonium compounds such as benzalkonium chloride as they can adversely affect the treatment plant process of nitrifying bacteria.  These hazardous items should also not be put into the drains:  paint and paint strippers, photography supplies, solvents, degreasers, lighter fluid, hobbies / artist supplies, poisons and pesticides.  Please use green cleaning products whenever possible.

3. Fire Alarm System 

Each apartment and building contains heat and smoke detectors, which are connected through a local control panel to the Lincoln Fire Department. The fire alarm electrical system is independent of individual residential electrical systems and is equipped with standby power in the form of storage batteries. When the alarm system is activated, the Lincoln Fire Department is automatically notified and will proceed directly to the control panel, which was activated. The control panel will indicate the general location of the detector, which set off the alarm.  The fire department will proceed directly to the master pull box which was activated and then determine which control panel tripped the master box by way of activated strobe lights on a building.

Smoke detectors are somewhat sensitive and can be accidentally activated by cooking smoke, steam, insects and even excessive dust. If your detector is activated, even by accident, the Fire Department is required to respond. 

To help minimize the number of false alarms, use your range hood fan and do not leave cooking food unattended, especially when frying food or using the toaster. If you have a smoke detector near your bathroom, use the bathroom fan while showering to remove steam, which can also activate the detector. You can tell whether it was your smoke detector that set off an alarm by noting the presence of a continuous burning red or white light on the detector. 

In the event of a fire alarm, immediately vacate your unit. Wait outside your unit to assist the fire department to more quickly locate the fire. It is important that all members of your household are aware of the procedures to follow in case of a fire alarm. You are encouraged to conduct occasional fire drills with your children.  Please read the Lincoln Woods Fire Evacuation Plan (see Appendix G).

In the event of an actual fire, attempt to warn everyone and see that they clear the area. Have someone call the Fire Department at 911 immediately no matter how small the fire. Do not wait for the Lincoln Woods fire alarm system to alert the Fire Department that there is a fire.

4. Electric meters 

The electric energy consumption of each unit is separately monitored by a meter owned by NStar Electric. All the meters for a building are collectively housed in locked boxes or in a boiler room. These meters are currently read by NStar personnel every month. If you dispute the reading recorded by NStar on your electric bill, you may contact the management office to verify the current reading.  To dispute your billing, you must contact NStar directly.

5. Roof

Residents should report any leak or stain on ceiling and/or walls.  Residents should not access the roof areas for any reason. 

6. Power generator (A/B & C/D buildings) 

The community building, and the A/B and C/D buildings are served with an emergency generator, which is located in the boiler room in the A/B building. During a power outage, the generator will provide emergency lighting in the common hallways.  It also provides power for the lift station and ejector pumps, which pump sewage to the treatment plant.

7. Air circulators (A/B & C/D buildings)

There are air circulators in the hallways of the A/B and C/D buildings, which cycle periodically.  These are the only air circulators in the buildings. Your neighbors in the A/B and C/D buildings would appreciate it if you would turn on your exhaust fan while you are cooking so odors do not travel throughout the building.

H. INTERIOR OF RESIDENTIAL DWELLINGS    
1. Kitchen 

IT IS RECOMMENDED NOT TO RUN APPLIANCES SUCH AS OVENS, DISHWASHERS, WASHERS, DRYERS, OR KITCHEN OR BATHROOM FANS WHILE YOU ARE NOT AT HOME.  PLEASE REFER TO THE APPLIANCE MANUAL FOR INSTRUCTIONS ON HOW TO USE, CARE AND CLEAN YOUR APPLIANCE.  Call the management office if you have any questions.


a. Appliance Bulbs.  Residents are responsible for all appliance bulbs.  If assistance is needed in replacing a bulb please contact management.

b. Stove and Ovens.  Keep stoves, ovens and broilers clean and free of grease. Failure to properly clean your stove and broiler can cause an accumulation of grease and food that could be a fire hazard. Stoves have a  self-cleaning feature.  Wipe out any excess grease before cleaning by following the instructions in the manual.  



Wear tight-fitting sleeves while you cook so that you do not accidentally set your clothes on fire.  Setting a timer will help you to remember to turn off burners or the oven.  Never use a cooking stove to heat your home.  If a pan catches fire, cover it with a lid immediately.  Keep baking soda handy to quickly extinguish grease fires.  Don’t leave toasters unattended.  Never cook while taking medication that may make you drowsy.

c. Refrigerator.  To help prevent odors, leave an open box of baking soda in the fresh food and freezer compartments.  Keep both the inside and outside of your refrigerator clean.  Unplug the refrigerator before cleaning if possible, if not possible please turn temperature dials to 0.  

Cleaning the Inside:  Wring excess moisture out of sponge or cloth when cleaning around switches, lights or controls.  Clean with warm water and baking soda solution -  about a tablespoon (15ml) of baking soda to 1 quart (I liter) of water.  This both cleans and neutralizes odors.  Thoroughly rinse and wipe dry.  Avoid cleaning cold glass shelves with hot water because the extreme temperature difference may cause them to break. Handle glass shelves carefully.  Bumping tempered glass can cause if to shatter. When cleaning glass and plastic wait for about ½ hour before cleaning to allow them to warm up. 

Cleaning the Outside.  Clean with a cloth dampened with soapy water.  Dry with a soft cloth. 

Cleaning the Condenser:  

At least every six months clean the condenser by vacuuming or dusting under the refrigerator.
If your refrigerator has a base grille remove it by grasping it 6” from each end and pull its bottom edge toward you. Clean the condenser by inserting a brush or vacuum hose into the oval holes.    Sweep away or vacuum up dust.  To replace the base grille.  Insert the tops of the metal clips into the oval vents, making sure one of the plastic tabs on the back of the grille goes into each oval vents.  Then push the bottom of the grille forward until it snaps into place.

If your refrigerator does not have a base grille, reach the condenser by inserting a brush or vacuum hose under the bottom of the refrigerator.  For best results, use a brush specially designed for this purpose.  It is available at most appliance parts stores.


DO NOT WASH ANY PLASTIC REFRIGERATOR PARTS IN THE DISHWASHER.  DO NOT CLEAN WITH ANY PRODUCTS CONTAINING DETERGENT, BLEACH OR AMMONIA, they may damage the refrigerator.  

d. Garbage Disposal.  

Do not overload your disposal.  Add only small amounts of food waste at a time.  Grind food with a strong flow of COLD water.  Corn husks/silks, celery strings, rice and large amounts of fats and greases should never be put down the garbage disposal.  If you have a large amount of fat and grease, please place it in a container-covered with a tight lid, allow it to solidify and then dispose of it in the trash.

Any food placed in the dumpsters should be tightly wrapped.

To clean disposal heat a large pan of water (approximately 3 to 4 quarts).  To this add one-half cup of baking soda.  Mix thoroughly so it is completely dissolved.  When water reaches approximate boiling point, turn disposer on and pour heated mixture into sink.  This hot swirling, treated water will then flush the inside of the disposer housing.

      e. Dishwasher. Be sure to check around the inside of the dishwasher for foreign objects such as spoons or small plastic items.  Periodically clean the inside by running empty with a special dishwasher cleaner.  To clean the control panel use a lightly dampened cloth then dry thoroughly.  To clean the exterior use a good appliance polish.  Never use sharp objects, scouring pads or harsh cleaners on any part of the dishwasher. 

       f.  Range hood.  When cooking please run the fan.  Check the screen of the hood filter to be sure it is clean.  If dirty, it may be gently washed with a mild dish detergent. 
2. Bathroom

In order to maintain the high luster of the porcelain in your bathroom, abrasive agents should not be used. This includes both metal and highly abrasive nylon scrubbing pads and cleansers. There are some cleaning products on the market that will satisfy even the most fastidious unit dweller. Both Lysol Basin tub and tile cleaner, and Dow Basin tub and tile cleaner are known to work quite well. A more economical solution of ammonia and water requires a little more effort, but also produces satisfactory results. Mildew, if not too serious, can be removed with a mixture of baking soda and household bleach made into a paste. Tile grout should  also be kept cleaned or grout material will deteriorate rapidly. If tile re-grouting is necessary, call the management office and request a work order before the condition worsens and causes serious water damage to the supporting wall. 

If shareholders decide to improve their bathroom by installing a vanity, check with the management office for approval and installation guidelines. 

Feminine hygiene products and diapers should never be flushed down the toilet. If you should have a problem with blockage, having your own toilet plunger will spare you from water damage and save a call to maintenance staff. If your toilet is about to overflow and a plunger is not handy, you can quickly remove the porcelain cover to the tank, and close the rubber valve which releases water into the toilet bowl. If the toilet continues to overflow, reach down under the tank and turn off the water valve until the problem can be identified and corrected.  Call the maintenance staff immediately for service.

Residents who flush foreign objects down the toilet causing a clog will be billed for the time it takes to unclog the toilet.

3. Floors

Four (4) types of flooring material have been installed at Lincoln Woods - wood, linoleum, carpet and ceramic tile. Each material has unique properties so the care, maintenance and repair will vary. In any case, if any part of your flooring is in a state of disrepair and presents a tripping hazard, you should notify management.


a. Wood Floors. Solid wood parquet floors were originally installed at Lincoln Woods and are still prevalent throughout the property.  Because of persistent problems involving wood separation and lifting, more recent installations have used wooden veneer planks.  Damage to a wood floor occurs when sand, dirt and other abrasive substances are carried indoors and then ground into its surface. Damage also occurs when the surface is permitted to get wet from washing, spills or melting snow. To maintain a wood floor in optimal condition, it should be kept dry and regularly cleaned of all substances, which might abrade the surface. Some residents report having had good luck using 'Murphy's' oil-based soap with sparing amounts of water to clean these floors. Wood floors should be waxed occasionally with a high quality wood floor wax such as 'Butcher's Wax'.


b. Carpeting.  All carpets should be vacuumed at least once per week to prevent grit and grime from being ground into the carpet. Regular and frequent vacuuming of the carpets helps prolong their life as it removes the dirt and grit that breaks down carpet fibers. For the same reason, carpets should be steam cleaned at least every 1-2 years, and more frequently if you are a pet owner.  For small stains, you may consider the purchase of one of the many residential carpet cleaners on the market.  

For those units where there is carpet immediately inside the front door, it is recommended that some sort of cover be provided to take the brunt of the dirt associated with the first step into the home, even if there is a doormat outside. This can be in the form of a mat, a throw rug or another piece of matching carpet on top of the fitted one. In some cases residents have laid linoleum or tile just inside the doorway with good results.


c. Ceramic Tile.  Ceramic tile provides a high quality, long lasting surface when installed correctly. In general, plywood does not provide a sufficiently stable surface over which to lay tile.  In such an installation, the tile grout tends to crack and the tiles eventually loosen. On a more stable substrate such as sheet rock and especially concrete, ceramic tile provide an attractive alternative to linoleum.  

A ceramic tile floor is very easy to maintain and relatively easy to repair. It should be kept free of sand, dirt and other abrasive substances. Tile floors can be washed with soap and water. Excessive water should be avoided since tiles may loosen if water gets under them. Ordinary floor wax can be applied if desired. If grout between the tiles begins to crack, it should be repaired promptly.


d. Linoleum.  Of all the flooring materials available, linoleum is probably the most durable and easiest to maintain. With recent advances in manufacturing, it is difficult in some installations to distinguish between linoleum and the real wood or tile flooring it is designed to simulate.   Like all flooring, a linoleum floor should be kept relatively free of abrasive substances like sand and dirt. It can be washed with soap and water - some residents find that an ammonia-based solution cleans best.  Wax may be applied if desired. 


A recent analysis of the linoleum and mastic originally installed at Lincoln Woods indicates that these materials contain asbestos.  The asbestos in both cases is either covered by or encapsulated in the linoleum, and does not present a health hazard so long as it is not cut, removed or abraded. 

4. Electrical


a. Circuit Breakers.  Each unit has a central circuit breaker box housing several circuit breakers through which all electricity for that unit must pass (with the exception of the smoke detectors which operate on an independent electrical system). A circuit breaker is a small electric switch which essentially operates as a "reusable fuse" and which regulates the maximum electric current flowing to designated areas of your unit. The area controlled by any given circuit breaker should be indicated in the box. If your lights unexpectedly go out in only part of your unit or if an appliance suddenly stops working, check to see whether a circuit breaker has been activated for the area where the electricity has failed. The activated circuit breaker switch will appear in a "middle position" when compared to the other circuit breaker switches. To reset the circuit breaker, flip the switch all the way to the left, and then all the way to the right. If the switch continues to go to the middle position, you either have too many appliances or lights on that circuit, some appliance has shorted, or there is a fault elsewhere in the electrical system. If you cannot restore the circuit breaker switch to the far left position, notify management. 


b. Lighting Fixtures.  If you have any questions about how to remove the globes from your fixtures for cleaning, please contact the management office.

To change an incandescent bulb in a ceiling fixture with a glass globe, gently pull the glass globe straight downward. Do not unscrew the large nut on the underside of the globe. This nut should only be unscrewed if the globe itself is to be replaced. The maximum bulb wattage for these fixtures is 60 watts per bulb. Using a bulb with a higher wattage may cause the glass globe to crack and fall.

If you have a ceiling fixture housing compact fluorescent bulbs, the globe unscrews at three points. Each bulb snaps in place and can be removed by gently pulling the bulb straight out of the socket. 

In most other ceiling lighting, bulbs should not exceed 60 watts. The maximum wattage for the fixture is usually printed somewhere on the fixture.

For those with Energy Saving fixtures, the kitchen ceiling fixture has three (3) 13-watt twins, the porch light uses a 13-watt quad.  Light bulbs are a responsibility of the resident.

c. Bulb Replacement:  Whenever changing a bulb be sure that the light is turned off.

Old Style Glass Globes - Kitchen, Dining Rooms, Laundry Closets, One Bedroom halls:  No higher than 60 watts each socket.

Recessed Fixtures in hallways and outside entries - 150-watt maximum usually 100-watt bulbs are plenty.


Bathroom wall mount fixtures - Bulbs not to be higher than 60 watts each socket

Kitchen Florescent Fixtures - Take three (3) 13-watt plug in florescent tube bulbs. Osram Company - 13 watt Dulux S # 2700K

Retrofitted Recessed Outside Entry Fixtures  - florescent call for a 13-watt bulb.  Sylvania Dulux D - 13 watt # CF1300/827


A/B, C/D Building Kitchen Bulb - Circle florescent


d. Dimmer Switches.  Dimmer switches can be installed to replace most light switches. A licensed electrician must perform this work. Be certain that all electric devices controlled by the switch can be operated at reduced voltage. A dimmer switch cannot, for instance, be installed to control lights where compact fluorescent bulbs are being used.

5. Washers and Dryers

If a shareholder chooses to install a washer or dryer a licensed plumber must perform the installation.  If a resident wishes to have a washer/dryer please contact management for permissible models, and instruction for proper installation.  The A/B and C/D building do not have laundry hook-ups and a key for access to the laundry room in the community building will be provided.  

a. Washers.  The resident must install non-bursting washing machine hoses, one each for the hot and cold water.  If you cannot install the hoses yourself, notify the management office and a work order will be written.  It is the resident's responsibility to maintain these appliances. Water hoses leading to washing machines should be frequently inspected and periodically replaced. If a machine leaks and causes damage the shareholder will be responsible for any repairs to the unit.

b. Dryer.   Dryer vents should be cleaned after every load.  Dryer hoses and flues should be periodically cleaned of lint.

IT IS ALSO STRONGLY SUGGESTED THAT YOU DO NOT RUN THE APPLIANCES WHEN YOU ARE NOT HOME.  SHUT OFF WATER VALVES WHEN THEY ARE NOT IN USE TO REDUCE THE PRESSURE ON THE HOSES.

6. Fire Safety  and Carbon Monoxide Equipment 


a. Smoke and Heat Detectors.   Each unit contains three types of devices:


1.
Two Smoke Detectors: one in the living room, one in the hall area. The smoke detectors are sensitive to smoke and steam.


2.
Heat Detectors: located in each bedroom and kitchen.  The heat detectors are sensitive to heat above 135 degree Fahrenheit.


3.
Fire Alarm Signal: which will give off a horn sound.  

Beside the above, there are fireboxes (pull stations) on the property near apartments 19, 51, 81, in the A/B, C/D building, community building, and outside the office.

b. Carbon Monoxide Detectors.  A MA state law mandates that carbon monoxide detectors be in place at all times where there is an “fossil-burning equipment or appliance” (i.e. gas stoves, dryers, etc.).  The detectors are plugged into the outlet in the living room which are closest to the kitchen, and in the town houses in the second floor hallway.  The detectors are equipped with a battery that takes over should power be lost to the unit at any time.  The batteries will be replaced by the maintenance staff  during the annual inspection.

We strongly advise that should the unit be unplugged while you are using an outlet for another purpose, that it be plugged back in as soon as possible.  If it is not plugged back in, the battery will take over and begin to beep as the battery gets weak.

Should the unit go into alarm mode – note that the tone will be distinctly different from the fire alarm – DO NOT CONTACT THE MANAGEMENT OFFICE – CALL 911 and report immediately so that the Fire Department can respond.

c. Fire Extinguishers.   It is recommended that you keep a class ABC general purpose fire extinguisher, which is both UL and FM approved, readily available and in a handy location inside your unit. These extinguishers do not have to be replaced, except after use.  It is recommended that you check the pressure read-out gauge regularly and replace the extinguisher immediately if the pressure is low.

Be sure that you carefully read the instructions supplied by the manufacturer on how to properly use a fire extinguisher.  When deciding where to keep your fire extinguisher select a clean, dry and easy-to-reach location near an exit and mount the extinguisher no higher than five feet from the floor. Choose an accessible spot away from specific fire hazards (such as next to a stove or dryer) so that you will be able to get at the extinguisher safely. Use the wall hanger or mounting supplied with the extinguisher and fasten it securely to a solid base. In the event you need to use your fire extinguisher, be sure to stay near an exit if the fire gets out of hand, and avoid breathing smoke and heated fumes. 


Fire Extinguishers are also located in the hallways of the A/B, C/D and the 


community building. 

7. Windows, Screens, and Patio Doors

Lincoln Woods will repair or replace any window, screen, or patio door due to normal aging/wear and tear.  The resident will be responsible for the cost of any damages.  


a. Windows.  To remove windows for cleaning, open half way to clear spacers at the top, lift up and pull in. Keep window tracks clear and clean. The large bedroom windows in the town houses are often too big and heavy to remove.  Please contact management for assistance.

b. Screens.  If screens have holes or the frames are bent please notify management.


c. Patio Doors.   Please keep the tracks clear and clean.

8. Air Conditioners  

Lincoln Woods does not provide air conditioners, however each unit has through-the- wall air conditioner sleeves.  The cost, maintenance, and any damage caused by the air conditioner are borne by the shareholder.

A. Permission to install an air conditioner requires a written request from the shareholder and approval from the corporation prior to purchase.  The written request must include a complete description and the specifications of the air conditioner.

B. Replacement air conditioners must be a “replacement sleeve type air conditioner”. 

Window type units, while they appear to fit easily in the sleeve, and are much less expensive, cannot be installed in these through the wall sleeves due to the type of venting method they require.  If a window-type unit is installed it immediately becomes a safety issue due to the possibility of over heating and improper drainage.  In the event damage to your unit (or other units) is suffered as a result, the shareholder would be financially responsible for restoration and/or repair of the resultant damage(s).

C. Lincoln Woods has two Sears sleeve sizes:


1. 15 17/32 inches high, 25 7/8 inches wide, and 16 23/32 inches deep  or

2. 17 ½ inches high, 26 inches wide, and 18 ½ inches deep 

To purchase a new sleeve type air conditioner(s) please contact, Sears Contract Sales directly at  (800) 359-2000.

If a purchased sleeve type air conditioner unit does not fit sleeve properly, you may contact the management office for assistance.

Air conditioners should be serviced at least once a year, which includes cleaning the filter and draining the hose.  In addition the drain hoses should be checked periodically.  This will provide you with much better and more efficient use.

9. Heat Thermostats 

When the outside temperature drops below 10 degrees, thermostats should be kept at 68 degrees, and no lower, to prevent pipe freeze-ups.  If you have energy savings programmed into your thermostat, please do not set more than a 5-degree offset in the very cold weather.  PLEASE DO NOT SHUT OFF THE HEAT IN YOUR UNIT IF YOU ARE GOING TO BE AWAY.

A few tips to help keep your unit warm:

1.
Leave baseboard heater flaps completely open.

2.
Keep furniture and other items away from baseboard heaters

3.
Cover windows with heavy draperies in rooms you are experiencing heat loss

4.
Keep heat set higher downstairs which may help keep bedrooms warmer since    heat rises.

Thermostat batteries are the responsibility of the resident.  They take either a 9-volt battery or three (3) AAA batteries that are installed behind the thermostat itself.  If your battery is dead, and you lose electrical power, you will need to buy a new battery and reprogram your thermostat if you have any offsets programmed.  If you need any help or assistance, please do not hesitate to call the management office.

10. Exterminating

Occasionally, depending on the season, you may experience an ant or bee problem, either within or surrounding your unit. If you experience a problem, please contact the Management Office. Lincoln Homes Corporation has a standing monthly pest control contract, and service is provided on a monthly basis to residents, if needed.  If you prefer to use an organic treatment, whole cloves sprinkled in your cabinets work well, and planting peppermint outside discourages ants as well.  Several companies make an organic spray for insects such as bees, wasps, etc.  Please keep in mind, however, that the property is in the “woods” and it is typical to occasionally experience insect problems.

11. Insurance



a. Lincoln Homes Corporation 

Lincoln Homes Corporation maintains a multi-million dollar insurance policy, which covers the fabric of the development, on a replacement cost basis, against all incidents, including earthquake, flood and hurricane damage (excluding war damage). This policy also includes General Liability insurance covering injuries to personnel while on the premises, coverage of the officers of the Board of Directors against damages, and a general umbrella clause. The important thing to note is that this insurance policy does not cover resident's personal belongings.  It is strongly recommended that all residents obtain an individual Renter's Insurance Policy to cover any possible damage to or theft of their furniture, clothing, electronic equipment and any other personal belongings, as these items are not covered by any other insurance policy. It should be noted that any damage caused by unintentional flooding from washing machines in the home (either due to overflow or broken hoses) is the resident's responsibility and is not covered by the flooding clause in Lincoln Homes Corporation's insurance policy.

b. Renters Insurance

It is recommended to have your own homeowners insurance You can visit the Insurance Information Institute website to learn more about “renter insurance”  and why it is recommended. www.iii.org/individuals/homei/hbasics/condo/.  This insurance generally costs approximately $175- $200 per year for $15,000 worth of personal belongings in the event of a fire, flood, theft, etc.  

I. EXTERIOR OF RESIDENT DWELLINGS  

1. Common Areas

Any area outside a resident’s designated area is considered common area.  A resident’s designated area is defined as the area between their fence dividers, along side the patios, and beneath the windows in front of their unit.

2. Plantings

Management is responsible for general upkeep of the grounds and major plantings on the site. Residents are encouraged to plant flowers, bushes and shrubs in front of their unit or in the area bordering their patio.  Special permission will be required for plantings in common areas, such as behind or to the side of your unit. When choosing a plant and location, the growth potential of the plant should be considered. Plants should not be placed too close to the building or in a way that will limit the maneuverability of mowing equipment.  Plants which produce vines should not be placed near a building or fence without a supporting wooden trellis.  The area of your planting should be kept free of weeds and the bordering edge should be maintained. Proper pruning, care and maintenance of your plantings are your responsibility. Plantings should not obstruct fences, interfere with your neighbor’s view, or encroach on their yard in any way.  Vegetables are not to be planted in front yards or in common areas -- please limit these to your back yard.

3. Watering and hoses

Water spigots are distributed throughout the site (see map) and can be used for watering and car washing. During unusually hot and dry weather you are encouraged to water the grassy areas and plantings near your unit. If you can spend a little time helping, this is what to do:

a.
Newly planted areas should be kept damp at all times, until the grass starts to germinate.  Then it can be watered less frequently.

b.
Don’t leave a hose or sprinkler unattended. Don’t let water puddle -- it will kill 
the seed.

c.
Keep sprinklers from hitting the siding of the buildings.  The water is not good for the paint.

d.
Established lawn areas need about 1.5" of water every 7-10 days, in either one or two applications.  A good judge of what 1.5" is is to put a pie plate under the sprinkler and when it gets full, the lawn has received enough water.

e.
Shrubs and trees need about 10 gallons of water every 5 days.

From time to time water use restrictions may be imposed by the Town of Lincoln. Management will notify you when such restrictions are in effect. Hoses are supplied by Lincoln Woods near the one-bedroom buildings; elsewhere you will need to supply your own hose. All hoses should be disconnected from spigots by November 1, so that water, which may be trapped in the spigot, does not freeze and fracture the spigot. If you have a spigot shut-off valve inside your unit, please turn this valve off at this time as well.

4. Patio

Patios and the patio area should be kept clean and neat. Concrete sealers (available at local hardware stores) can be applied which will enhance patio appearance and prolong the life of the patio. The patio fence will be maintained by Lincoln Homes Corporation.  Clotheslines should not be hung on the fence, since this tends to pull the fence in over time. Several residents have installed storage sheds within their patio area. Guidelines governing shed construction and design are available at the management office. All shed installations require prior approval by the Facilities Committee. Patio lighting may be installed by a qualified electrician with the approval of Management.

5. Community Resources 

Lincoln Woods purchases loam and pine bark mulch in the spring. Small quantities are available to residents for landscaping purposes. Loam and mulch are stored in piles along the dirt road mid-way to the sewage treatment plant (see map). A separate pile of mulch for resident use only is available for a limited time in the spring, location to be determined.  A community wheelbarrow, available for hauling loam and mulch, is kept outside the shop, which is located behind the area where the Lincoln Woods truck is kept (see map). Please return the wheelbarrow promptly when you are finished with it. Small quantities of grass seed are also available upon request.

6. Outside Attachments

Window boxes are permitted with wooden window boxes preferred since they better match the building envelope. Window boxes should be supported by aluminum or galvanized brackets with small wood screws and should be painted white or the same color as the building. Planters of any type should not be placed on the patio railing of the second floor one-bedroom units unless securely fastened with screws. Plant trellises may be attached to the building with small wood screws and should be painted to match the building. Small quantities of paint (or stain) are available upon request. Plant and flag hanging attachments are permitted.  All other building attachments, such as awnings, require prior approval by the Facilities Committee.

7. Second Story Balconies

To prolong the life of the second story balconies and roofing material in the one-bedroom buildings, residents should:

1.
Remove all plantings

2.
Broom clean regularly

3.
Keep as much snow off of them as possible.

4.
Most importantly - remove all leaves and pine needles as trees defoliate.

8 Holiday Decorations

Holiday decorations should be confined to a resident’s designated area.  Any outdoor lighting and extension cords must be approved by UL for outdoor use.  Decorations should be made of a fire retardant material.

9. Grilling

No grilling is allowed on second floor decks of the A/B and C/D buildings.  Grilling is allowed only on first floor patios and away from the outside walls of the building.  Normal safety precautions should be followed.  

J. Policies and Procedures

1. Monthly Carrying Charge Policies

Approved by the Board of Directors May 22, 2007, sent to MHFA 6/4/2007 for approval
a. Carrying Charge Collection and Delinquencies

1.
Carrying Charges are due and payable in advance on the first of each month.  Payment may be made by either check or money order.  Cash cannot be accepted.  It may be mailed or dropped through the internal mail slot located in the lobby of the community building.  See Occupancy Agreement, Section A, Paragraph 1.

2.
Reminder Notice:  If payment has not been received by the fifth (5th) of any given month, one (1) reminder will be sent to the shareholder.  See attached sample letter. 

3.
In accordance with the provisions of the Occupancy Agreement, a shareholder may request, for good cause shown, including the timing of welfare or benefit payments, written permission to pay portions of monthly carrying charge more frequently than once monthly in accordance with the scheduled receipt of such welfare or benefit payments.  Such permission must be requested and obtained in advance of any such payment.  If the shareholder fails to make the payments which are due under any such agreement, then the agreement shall be considered voided by action of the shareholder, in which event, all future carrying charges shall be due and payable on the first of the month. In addition, if the shareholder fails to make timely payments under any such agreement, the shareholder will be liable for a late fee, as set forth below, based upon the fact that the carrying charges are due and payable on the first of the month.  The fact that management company has entered into such an agreement shall not be considered a waiver of the provision of the Occupancy Agreement which requires that all carrying charges be payable on the first of each month. 

4.
Any shareholder receiving four (4) reminder notices in any twelve (12) month period will be subject to receive a 14-day Notice to Quit in place of a reminder notice on the instance of the fifth late payment.  In addition, the corporation has the right, under Paragraph E (1) of the Occupancy Agreement to terminate the shareholder’s tenancy for repeated late payment of carrying charges.

5.
14 Day Notice to Quit:  If a shareholder does not respond to the reminder notice or payment has not been received by the 10th of the month, a fourteen-day (14-Day) Notice to Quit will be delivered to the shareholder by a constable. See attached sample notice. The wording of any such notice may be revised by counsel for the corporation from time to time in order to comply with the appropriate regulations or laws.

6.
Should the shareholder be unresponsive to reminders and letters from Management, eviction proceedings will begin, as provided for by Massachusetts Tenant-Landlord Law and provided for in the Occupancy Agreement, Section F, Paragraph 10.

7.
As provided by the Occupancy Agreement, Section E, Paragraph 20, shareholders will be responsible to pay attorney fees and all costs and expenses associated with the Notice to Quit and /or eviction proceedings.

2. Recertifications

Shareholders receiving a low-income subsidy through the Massachusetts Rental Voucher Program (MRVP) or moderate subsidy through the 13A interest reduction subsidy program are required to recertify their income on an annual basis.  The Management Office will notify residents in writing of the annual recertification ninety (90) days prior to the effective date or in such other period as may be required by applicable regulation.  Residents who pay the MHFA maximum allowed rent are exempt from the recertification requirement.

Currently shareholders receiving a low-income subsidy are required to notify management within seven (7) days if their monthly household income increases 10% over the amount calculated at the most recent annual or interim recertification.

Shareholders receiving moderate income subsidy are required to notify management within 30 days if their monthly household income increases $100 or more in order to retain subsidy assistance.

In both cases a decrease in monthly household income should be reported in order to request an interim recertification.  The regulations of the subsidy programs may be amended from time to time.

3. Fees:

.
Returned Checks - On the first occasion of a check being returned for insufficient or unavailable funds, a $25.00 fee will be charged and the check will be re-deposited.  Thereafter, if a check is returned, it will not be re-deposited and will result in an additional $25.00 fee being assessed.  The check will be returned to the shareholder along with a notification that future payments are to be made in a certified form (certified bank check or money order) for six months.

SAMPLE   -   FIFTH OF MONTH REMINDER LETTER

Date:

To:
Your Occupancy Agreement provides for payment of your monthly
carrying charge on the first of each month; however our records 
indicate that we have not received payment as of this date.

There is currently a past due balance on your account in the amount of $_________.

If you feel that our records are not correct, and your records indicate
that the above amount has been paid, please provide such 
information in writing (i.e. cancelled check).  You may also contact us 
in the Management office at (781) 259 – 0150.

Full payment at your earliest convenience will be appreciated.

Thank you for your prompt attention.

BARKAN MANAGEMENT CO., INC.

Agent for Lincoln Homes Corporation

SAMPLE  - FOURTEEN (14) DAY NOTICE TO QUIT

On Corporate attorney’s letterhead

Date

Name

Address

FOURTEEN (14) DAY NOTICE TO QUIT

Dear

This office represents Barkan Management Company, managing agents for the Board of Directors of Lincoln Homes Corporation.  You are hereby notified to quit and deliver up on or before fourteen days after your receipt of this notice, the premises which you occupy, to wit:

The entire premises located at ___ Wells Road, Lincoln, Massachusetts, together with all the appurtenances thereto belonging.

The reason for this notice is:  non-payment of monthly carrying charges.  As of the above date, the amount of your arrearage balance is calculated as follows:



Date

$ ________


Date

$ ________


TOTAL
$

If you remain in the above unit on the date specified for termination, we may seek to enforce termination only by bringing a judicial eviction, at which time you may present a defense; you may be required to pay court costs if it is instituted.

You have the right to discuss the proposed termination of your tenancy with your landlord at any time prior to the termination date set in this notice.  If you are considered disabled under applicable state or federal laws, you have a right to a reasonable accommodation to resolve Occupancy Agreement violations if such violations were the result of any such disability.

This will also serve to notify you that because of the termination of the Occupancy Agreement for non-payment of carrying charges, your stockholder rights contained in the Articles of Organization for Lincoln Homes Corporation have also been terminated.  You must promptly surrender your stock certificate to the corporation in accordance with the Stock Restrictions contained in the Articles of Organization and the applicable sections of the Occupancy Agreement.

If any tender of monies or payments does not comply with the requirements noted above or otherwise cure or excuse the breach as provided by law, any monies paid by you after the date of this notice shall be accepted for use and occupation only and not for rent, and shall not waive this notice or any subsequent eviction, nor shall it create or reinstate any tenancy.

You are hereby notified to produce this notice at any court where this case may be heard.

NOTICE OF IMPORTANT RIGHTS

Pursuant to the federal Fair Debt Collection Practices Act (15 USCS sec. 1692), a consumer debtor is required to be sent the following notice: (1) unless the consumer, within thirty days after receipt of this notice, disputes the validity of the debt or any portion thereof, the debt will be assumed to be valid by the debt collector;  (2) if the consumer notifies the debt collector in writing within the thirty-day period that the debt or any portion thereof, is disputed, the debt collector will obtain verification of the debt or a copy of a judgment against the consumer and a copy of such verification or judgment will be mailed to the consumer by the debt collector; and (3) upon the consumer’s written request within the thirty-day period, the debt collector will provide the consumer with the name and address of the original creditor, if different from the current creditor.  Downing & Flynn and Barkan Management Company are acting as a debt collector, pursuant to the federal Fair Debt Collection Practices Act.  Any information obtained will be used for that purpose.  The Federal Trade Commission has ruled that the federal Fair Debt Collection Practices Act does not preclude the institution of legal action prior to the expiration of the thirty-day period.






Barkan Management Company






Managing agents for the






Board of Directors of Lincoln Homes Corporation






By its Attorney






Catherine F. Downing, Esquire

4. Emergency Policy
Approved by the Board of Directors July 24, 2007

A. LIFE THREATENING EMERGENCIES - CALL 911

For any life threatening emergency call 911 immediately.  For example fire, gas leaks, carbon monoxide detectors alarm, break ins, or burglaries.

B. Other Police/ Fire Business - Call Lincoln Police / Fire Dept at 781 259 - 8111,   781 259 - 8112 or 781 259 - 8113
Noise complaints, solicitors, suspicious activity, and/or problems with indecent behavior should be reported to the Lincoln Police.  Please also notify management of these issues after the police have been notified.  Management will track problems in order to take additional appropriate action if necessary.  These numbers can be called anonymously, at the beginning of your call just state that you wish to make remain anonymous.

C. Emergencies to Report to Maintenance Staff - Call  781 259 - 0150
Will be responded to immediately (24 hours a day / 7 days a week). 

 Emergencies are:

· No heat.

· No hot water.

· Clogged kitchen sink

· Clogged toilet 

· Any type of sink, pipe or toilet leak.

· Refrigerator malfunction

· Sewerage backup or ejector/sump pump problem.

· Towing (only if you are blocked in, unable to move your car, or cars are blocking emergency access on street for more than 15 minutes).

· Lock out  - a lock out fee for lock outs that occur before or after normal business hours may be charged

· Security related problems such as a broken lock to either individual doors or the entrance to the A/B, C/D buildings.
D. Other Emergency Situations

Loss of electricity.  Call NSTAR at  1- 800 – 592 - 2000. 


Please also notify the maintenance staff.  
5. Reasonable Accommodation Request

 Approved by the Board of Directors May 22, 2007

In order for eligible persons who have disabilities to participate in housing and programs at Lincoln Woods, Lincoln Homes Corporation will make reasonable accommodations with regard to rules, policies, practices and services to the extent required under applicable law and regulation.

If you have a disability and you need:

· A change in the rules, policies or Management procedures to make it easier for you to live at Lincoln Woods, use the facilities or take part in programs on site,

· A change or repair in your apartment or a special type of apartment that would make it easier for you to live at Lincoln Woods, use the facilities or take part in programs on site,

· A change or repair to some other part of the housing site that would make it easier for you to live at Lincoln Woods, use the facilities or take part in programs on site, 

· A change in the way management and/or the Board communicates with you or provides you with information,

You can ask for this kind of change, which is called a REASONABLE ACCOMMODATION, by submitting the necessary documentation and providing the verifications requested in connection with such a request.  Keep in mind that the burden is upon the person requesting the accommodation to provide such documentation or verification.  In addition, the owner has the right to determine that there is a reasonable alternative accommodation that might be provided in order to address your needs

The Request for Reasonable Accommodation form must be completed and submitted to the management office.  If a shareholder needs help in filling out this form management will assist you.  

If you can show that you have a disability and if your request is reasonable and does not impose an undue financial or administrative burden to the corporation, management and/or the Board will try to accommodate you.

Management will respond within 30 days or as soon as reasonably possible from the date of the fully completed request for reasonable accommodation.  Management will let the shareholder know if more information or verification is necessary.  If the shareholder’s request is turned down, management will explain the reasons in writing.

To the extent Lincoln Homes Corporation cannot make such Reasonable Accommodation for the reasons set forth above, upon the written request of the shareholder, management agrees to meet with the shareholder to determine if there are any alternative reasonable accommodation that can be provided to the shareholder with funds available, and if required by Applicable Law, permit shareholder to make and pay for any structural alteration required.

You may get a REASONABLE ACCOMMODATION REQUEST FORM at the management office.

REQUEST FOR A REASONABLE ACCOMMODATION

Name:

______________________________________

Address:
______________________________________

Telephone:
______________________________________

1.
The following member of my household has a disability as defined below:

A physical or mental impairment that substantially limits one or more major life activities; a record of having such an impairment or being regarded as having such an impairment.



NAME:
___________________________________

2.
As a result of his / her disability the following change or changes so that the person listed above can live here as easily or successfully as the other residents.  PLEASE CHECK THE KIND OF CHANGE YOU NEED:


(    )
A change in my apartment or other part of the housing community.


(    )
A change in the following rule, policy or procedure.  NOTE:  You may



ask for changes in how you meet the terms of the lease, but everyone



must continue to meet the terms of the lease.

3.
I need this reasonable accommodation so that I can:


________________________________________________________________


________________________________________________________________


______________________________________________________________
4.
You may verify that I have a disability and my need for this request by contacting:



Name:

____________________________________



Address:
____________________________________



Telephone:
____________________________________

5.
If you asked for a change to your apartment or to the housing community, please use this space to list any company or organization that might help us locate or build anything special that you need.  (If you do not know of any, we will attempt to get this information for you.)

I give you permission to contact the above individual for purposes of verifying that I or a family member has a disability and needs the reasonable accommodation requested above.  I understand that the information you obtain will be kept completely confidential and used solely to determine if you will provide an accommodation.

Signed:  ____________________________________   Date: _______________

CERTIFICATION OF NEED FOR SPECIAL REASONABLE ACCOMMODATION

OR SPECIAL UNIT

Tenant or Applicant Name:

______________________________________

Address:



______________________________________

Phone:



______________________________________

I am requesting that you fill out the following certification:

Signed:  ____________________________________   Date: _______________

Please return to:

Barkan Management Co., Inc.

Agent  for Lincoln Homes Corporation

50 Wells Rd.

Lincoln, MA  01773

______________________________________________________________________

Please describe your qualifications, and indicate the dates on which you began working with the applicant / tenant and whether you are currently treating the  applicant/tenant named above.  


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________
1.
In my opinion, the applicant / tenant has a disability as defined below:





(   )  YES
(   )
No

A)
A physical or mental impairment that substantially limits one or more



major life activities


B)
A record of having such an impairment


C)
Being regarded as having such an impairment

______________________________________________________________________

2.
In my opinion, the applicant / tenant disability requires that a wheelchair-accessible unit be made available to the applicant / tenant.





(   )  YES
(   )
No

3.
In my opinion, the applicant / tenant disability requires that other physical modifications to the unit or common area or reasonable accommodations to the rules and policies of the housing development be made in order for the applicant / tenant to have equal opportunity to live successfully in this housing.





(   )  YES
(   )
No

4.
The connection between the alleged disability and the accommodation requested is:

________________________________________________________________

________________________________________________________________

________________________________________________________________

In the space below please describe the special housing features, types of physical adaptation, or accommodations in rules or policies which are needed, or verify that the enclosed description of needed changes, requested by the applicant/tenant, are necessary for equal enjoyment of the housing opportunity as a result of his / her disability.  

CERTIFICATION OF NEED FOR
SPECIAL

REASONABLE ACCOMMODATION OR SPECIAL UNIT

(    )
The following change to the apartment or common area or to the policies

and procedures is necessary as a direct result of the applicant / tenant’s 

disability in order for the applicant / tenant to have an equal housing opportunity:

________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


In addition, the following are alternatives that can be provided to the applicant/tenant in order for the applicant/tenant to have an equal housing opportunity:


___________________________________________________________


___________________________________________________________


___________________________________________________________


___________________________________________________________


___________________________________________________________

- OR -


(    )
I do not believe the applicant / tenant needs a change to the apartment or

common area or to the policies and procedures as a result of his/her 

disability to have an equal housing opportunity.

- OR –


(    )
I verify that the enclosed request for changes to the unit or common area

or to policies and procedures is necessary for the above-named person, 

as a result of his / her disability to have equal housing opportunity.  Please 

initial request above.

- OR –


(    )
I cannot verify that the enclosed request for changes to the unit or

common area or to policies and procedures is necessary for the above-

named person, as a result of his / her disability to have equal housing 

opportunity.  Please initial request above.
Please indicate, if you know, where any specialized equipment may be obtained:

____________________________________________________________________________________________________________________________________________

DATE:
  ________________
___________________________________________








          SIGNATURE






Title:
_____________________________________






Address:
________________________________








________________________________






Telephone:
________________________________

6. Vehicle Policy

Approved by the Board of Directors January 18, 2005

A. Safe Operation

Any vehicle on Lincoln Woods property must be operated by a licensed driver within the posted speed limits, 5 mph, in a safe and lawful manner.  If a vehicle is witnessed being operated in a reckless and endangering manner, the Lincoln Police Department should be notified.  

B. Parking Policy

1. All vehicles belonging to Lincoln Woods residents are required to display a Lincoln Woods parking sticker.  This parking sticker is to be adhered to the vehicle in the rear window on the driver’s side.

2.
Parking is not allowed along Wells Road.  Visitor’s spaces and the commuter lot (on a fee-paying temporary basis only – not overnight) are the only alternate parking areas to be used.  Parking along Wells Road presents a potentially dangerous fire and safety hazard for pedestrians and other drivers.

3.
All vehicles must be properly registered and must be in operable condition. Unregistered, inoperable vehicles or vehicles displaying an expired state inspection sticker cannot be parked on Lincoln Woods property. If, for some reason your vehicle becomes inoperable, you should notify the management office and you will be granted a reasonable amount of time to have your vehicle repaired.

4.
All vehicles using visitor spaces must be moved at least once every 48 hours.  Residents should keep in mind that the visitor spaces are for the convenience of guests and residents with multiple vehicles and should be utilized on a first come, first served basis.

5.
Vehicles parked in front of the dumpsters are subject to towing at the owner’s expense.

6.
Vehicles may park in front of the community building and the A/B, C/D buildings for brief periods of time only.  Please do not block the ramps, as you will deny access to people who need them.

7.
Residents must park in their assigned space or a visitor space only.  Residents may not park in other resident spaces or other prohibited areas, such as along the curbs.  The Town of Lincoln does not allow overnight parking in the commuter lot.

C. Towing Policy

1. Parking Spaces. If a resident finds an unauthorized vehicle parked in their assigned space, it should be reported to the management office during normal business hours.  Please try to provide the make, color, and the license plate number if possible. 

Management will make every effort to help identify a vehicle that is parked in the wrong space, but does not automatically tow a vehicle for this infraction.  Reasonable efforts will be made to enforce our parking policy.  Individuals who do not respond to our notices of a parking violation, or who repeatedly violate the parking policy, will have the offending vehicle towed at the owner’s expense.

2.
Vehicle Parked on Wells Road. If a vehicle is blocking a fire lane or a resident space, the vehicle may be towed without notice, at the vehicle owner’s expense.

D. Snowfall

Whenever there is a significant snowfall, each resident must make whatever arrangements are necessary to assure that all parked vehicles belonging to members of his/her household and guests are removed from Lincoln Woods as soon as possible after Wells Road and the commuter parking lot are made passable by plowing.  Snowed-in vehicles make the maintenance staff’s task more difficult and ultimately decrease available spaces for all.  The following procedure applies to every storm:

1. The maintenance staff will continually clear off the sidewalks and Wells Road during the storm.

2. Once the storm has subsided or comes to an end, all vehicle(s) should be cleaned and relocated.

3. The maintenance staff will then plow the parking areas, usually starting from Lincoln Road near unit #1, and work their way to the end of Wells Road near unit #95.

When plowing is completed vehicles should be returned to their assigned space(s).

7. Pet Policy and Agreement

Approved by the Board of Directors August 29, 2006

Introduction

Under the terms of the Occupancy Agreement for this development, residents are not permitted to have pets unless they have obtained prior written consent of the Board of Directors of Lincoln Homes Corporation.  Any such consent is subject to the terms and conditions of this Agreement.  By signing this Agreement, Resident acknowledges that these policies and procedures shall be incorporated into the terms and conditions of the Occupancy Agreement as part of the Rules and Regulations adopted for the development and also acknowledges that any violation of this Agreement may be grounds for termination under the applicable provisions of the Occupancy Agreement.   Nothing in this Pet Policy and Agreement shall be construed as granting permission to bring animals to reside on the development grounds on a temporary basis.    

Residents who are entitled to request a reasonable accommodation may be permitted to maintain an assistive animal by submitting a written request for such accommodation, together with the supporting documentation.  If such an assistive animal is permitted, the Resident will be required to comply with the terms and conditions of this Pet Policy and Agreement.

Residents who may have brought pets onto the premises prior to the adoption of this Agreement with the consent of the Board of Directors must register these pets in accordance with this policy in order to continue to maintain the pet within the unit and/or development grounds.  
Nothing in this Pet Policy and Agreement shall be construed as creating liability on the part of the Lincoln Homes Corporation for the actions of the pet nor responsibility for any damage or injury which may be caused by the pet to the property or persons of other residents and/or their guests.  Any permitted pets shall be owned by and are the responsibility of the resident of the unit in which the pet is to live.

1. Consent of Board of Directors

The Resident acknowledges that (s)he must obtain the prior express written consent of Lincoln Homes Corporation before bringing on and/or maintaining any pet within the unit and/or development grounds.  This requirement shall not be waived by any action or inaction on the part of the Board of Directors of Lincoln Homes Corporation, its agents or employees.  Such consent may be modified or revoked at any time by the Board of Directors of Lincoln Homes Corporation and is expressly limited to the pets identified in this Agreement.
2. Definition of Pet

For the purposes of this Agreement, a "pet" shall be defined only as one of the following:

· Domestic dog (specifically excluding from this category any dogs which belong to  the following breeds:  Akita, Alaskan Malamute, American Pit bull Terrier, American Staffordshire Terrier, Staffordshire Bull Terrier, Chow Chow, Doberman Pinscher, German Shepherd Dog, Great Dane, Rottweiler, Siberian Husky, Wolf or Wolf Hybrid, or any dog displaying a majority of the physical traits of any or more of the above breeds, or any dog exhibiting those distinguishing characteristics which substantially conform to the standards established by the American Kennel Club or United Kennel Club for any of the above breeds; the determination as to whether the dog is included in this category to be at the sole discretion of the Board of Directors)

· Indoor litter-box trained cat

· Small caged domestic bird

· Fish (fish are limited to one (1) fish tank, not to exceed fifty (50) gallons in capacity

At no time shall the Resident be permitted to keep or maintain any other animal upon the unit and/or development grounds, including without limitation, farm animals, snakes and/or reptiles, nor shall the Resident be allowed to keep or maintain any animal upon the unit and/or development grounds in violation of any applicable state or local law, by-law, regulation and/or ordinance. No pets or animals of any kind, except for assistive animals, will be permitted on the second floor of the A/B and C/D Buildings.

Residents may be granted permission to have up to two pet(s) per household, from one of the following categories:

One (1) domestic dog and One (1) litter box trained cat; or 

One (1) domestic dog and One (1) caged domestic bird; or

One (1) domestic dog and One (1) tank of fish; or

Two (2) litter box trained cats or

One (1) litter box trained cat and (1) caged domestic bird; or

One (1) litter box trained cat (1) tank of fish; or

Two (2) small caged domestic birds; or

One (1) small caged domestic bird and One (1) tank of fish

3. Grounds for Refusal or Revocation of Consent

The decision to grant permission for the maintenance of such pets is in the sole discretion of the Board of Directors. The Board, in its sole discretion, may refuse and/or revoke permission for any reason whatsoever, including, but not limited to the following grounds:

The Board reserves the right to refuse and/or revoke entry and/or occupancy of a pet:

· where the resident’s past occupancy history indicates that he/she is unwilling and/or unable to comply with the terms and conditions of this Pet Policy and Agreement;

· where the Resident has already obtained written permission for another pet or pets.

· where the presence of such pet would cause a reasonable threat or perceived threat to the health, welfare and/or safety of others guests, including agents or employees of the management company; including concern as to temperament and behavior of the pet.

· when the pet fails to meet the criteria set out above.

· where the Resident has violated the requirements of this Pet Policy and Agreement.

4. Procedure for Obtaining Consent

a.
Prior to bringing a pet into the unit and/or development grounds, the Resident must submit a written request for consent, in the form attached to this Pet Policy and Agreement.  The submission of such request shall not be considered a granting of such consent until and unless the management company signs such form, indicating such consent.

b.
Upon receipt of such a request, the manager will set up a meeting with the Resident.  At the meeting, the Resident must bring with him or her:  

· the pet;

· a current photograph and identifying description of the pet;

· written verification from a veterinarian that the pet is:

· in good health,

· free of distemper, rabies,  ticks and fleas (if applicable); 

· current on all shots and vaccines; and

· sterilized by six months of age, if pet is a cat or dog.  If health problems prevent such spaying or neutering, a veterinarian’s certificate is required.

· written verification that the pet has been registered or licensed with the town (if applicable);

·  the name or names, phone number and address of a person, not currently residing with the resident, who agrees to assume responsibility for the pet, in case of an emergency.

c.
At the time of such meeting, the manager shall complete the portions of this Agreement, containing the description of the pet, attaching copies of the written verifications provided by the Resident and the photograph.  The manager shall determine whether or not the pet complies with specifications set forth herein.  The manager, subsequent to the meeting, shall present the request to the Board of Directors for them to determine whether or not to grant such consent. If consent is granted, both the manager and the Resident will sign the applicable portions of this Pet Policy and Agreement.        

d.
Any such consent shall not be effective until and unless the Resident signs the applicable portions of this Agreement, acknowledging the terms and conditions contained herein.  Any such consent shall only be applicable to the pet described in the Request for Written Consent and shall not extend to any other pet until and unless prior written consent is obtained for such other pet.

5. Regulations 

The Resident agrees:

a.
to provide, on an annual basis, written verification from a veterinarian that the pet is in good health; free of distemper, rabies, ticks and fleas (if applicable); current on all shots and vaccines; and spayed or neutered if dog or cat is six months of age;

b.
to provide, on an annual basis, written verification that the pet has been registered or licensed with the city or town of residence, (if applicable).

c. dogs will wear collar and tags with identification.

d. to not allow the pet to urinate or defecate in any unit and/or building of the development.

e.
to properly dispose of used cat litter by double bagging it in a plastic bag, securely tied and placing it in the appropriate receptacle for the disposal of waste.  Cat litter may not be disposed of in toilets.

f.
to keep the dog on a leash at all times while on development grounds, with a person in attendance, not allowing the dog to roam freely or be tethered. Pets must not be left unattended on patios.  

g.
dogs are to be walked in the designated toileting areas, as indicated on the attached plan. People who walk pets are responsible for immediately cleaning up, bagging, and properly disposing of any excrement deposited by the pet on the development grounds;

h.
not to allow the pet to cause any disturbance, nuisance or any other action which interferes with the quiet enjoyment of other residents and/or their health, welfare and/or safety of any agent or contractor hired by the corporation, including but not limited to, the employees of the management company hired by the corporation, including, without limitation, making excessive noise, damage to the unit and/or development grounds, lunging at or attacking other residents, their guests and/or other pets;

i.
to be responsible for all damage or destruction caused by the pet and to pay, within thirty (30) days of the receipt of an invoice from the management company, the costs of any repair caused by such damage or destruction;

j.
not to keep and/or maintain any other pet(s), even on a temporary basis, in the unit and/or on the development grounds without prior consent of the Board under this policy;

k.
to be responsible for the pets of guests who visit their unit; such pets are subject to the same restrictions as shareholder pets.  No pet(s) of guests can stay in the unit for more than two (2) weeks without prior written permission of the property manager, and for no more than a cumulative total of thirty (30) days in a calendar year..

l.
if the Resident is unable or unwilling to maintain the pet, to allow the management company to contact the emergency contact person, to have him or her remove the pet from the unit and/or in the event the emergency contact person is unwilling or unable to remove the pet, to allow the management company to have the pet removed by the town animal control officer and the Resident further agrees to be responsible for all fees and costs associated with such removal, including, but not limited to, any fines or charges imposed by the town and/or kennel fees and to absolve the management company for any and all liability for actions taken on behalf of the pet owner for the well being of the pet;

m.
upon written notice of the revocation of consent, to remove any pet on or before ten (10) days of the receipt of such notice, however, if the pet attacks a person the pet must be immediately removed;

n.
to be responsible for all costs and damages caused by Resident's failure to abide by this Agreement, including, but not limited to, reasonable attorney fees and court costs.

The resident also acknowledges that failure to abide by any part of this Agreement shall constitute a violation of the terms of the Occupancy Agreement.
6. Enforcement

a.
Upon receipt of a complaint regarding the pet, the management company shall notify the Resident, either orally or in writing regarding such complaint, including the times and dates of such incidents.  

b.
If the complaint concerns a threat to the health, welfare and/or safety of other residents, their guests and/or any other pets, as determined by the manager in his or her sole discretion, the manager may require the immediate removal of the pet.  

c.
If the complaint concerns any other violation of the terms of this Pet Policy and Agreement, for the first complaint, Resident shall be given the opportunity to take the necessary and immediate steps to correct such concern or problem.  Failure to correct the concern or problem or any further violation of the terms of this Pet Policy and Agreement shall be grounds for revocation of consent and/or violation of the Occupancy Agreement.

Signed this __________day of ____________________________, _________

BARKAN MANAGEMENT COMPANY, INC.


Agent for Lincoln Homes Corporation

BY:  ______________________________________

RESIDENT:



Unit Number ___


__________________________________________

__________________________________________

REQUEST FOR CONSENT TO MAINTAIN PET

I, _______________________________________________, being the resident at ____________________Wells Rd., Lincoln, Massachusetts 01773, do hereby request permission to keep the following pet(s)

Pet Name: _________________________________________________________________

Type of Pet:______________________________________________________________

Species/Breed:________________________________________________________________

Registration

Date:
_____________________________________________________________________

City/Town of

Registration:__________________________________________________________________

License No.:_______________________________________________________________

Neutered / Spayed On:_______________________________________________________

Description of Pet, Including Identifying Marks

________________________________________________________________________________________________________________________________________________________

Attach

a current photograph of the pet;


written verification from a veterinarian that the pet is in good health; is free of distemper, rabies, ticks and fleas (if applicable); is current on all shots and vaccines; and is sterilized by six months of age.  If health problems prevent such spaying or neutering, a veterinarian’s certificate is required.


written verification that the pet has been registered or licensed with the city or town of residence, (if applicable).


the name, phone number and address of a person, not currently residing with resident, who agrees to assume responsibility for the pet in case of emergency.
_______________________


____________________________________

    Date





        Resident Signature

CONSENT TO MAINTAIN PET

(not effective unless signed by the Management Company)
I hereby acknowledge that I have read the terms and conditions of the Pet Policy and Agreement and agree to abide by them.  I understand that this consent may be modified or revoked in accordance with the terms and conditions of the Pet Policy and Agreement.

Date: _______________________
    
Resident Signature
Unit Address:     __________________________________________

Consent is hereby given to the keeping of the pet described above, subject to the terms and conditions of the Pet Policy and Agreement.  

Date: _______________________
    
BY: ______________________________________

                                                       , Property Manager
       Barkan Management Co., Inc.

       Lincoln Homes Corporation



8. Outdoor Recreational Policy 

Approved by the Board Directors August 29, 2006
Designated play areas

All outdoor sports and active games are to be played on the playground located at the far end of Lincoln Woods, near the railroad tracks.  There is a large ball field, a basketball court, swings and picnic tables. These facilities are available for all residents to use. Be courteous and pick-up any litter and try to minimize noise levels during evening hours so as not to disturb nearby neighbors.

The play area located next to the community building designated as the “Tot Lot” is designed for young children to swing, climb, etc. and not for active sports. An adult must accompany all children using this area.

For safety reasons children are not permitted to play on Wells Road.

Bicycles, etc.

1. Pedestrians have the right of way on sidewalks.  

2. Bicycles, roller blades, skateboards, scooters etc. are not allowed on the designated pedestrian paths, in and around the one-bedroom buildings, and on the path from the Community building to the mall.  

3. Bicycle riders must adhere to safety of the roads by riding with traffic to the right of the road.  

4. No racing or reckless riding will be allowed on Wells Road or any parking areas or sidewalks of Lincoln Woods.  

5. When not in use, bicycles must be placed on back patios, or in Lincoln Woods bicycle racks, out of the way of cars and pedestrians.

6. No mini bikes, motorized scooters or other motorized toys are allowed at Lincoln Woods. 

7. No three wheeled riding toys will be allowed on the streets or parking areas of Lincoln Woods.  They will be allowed only on the sidewalks and paved bike paths. 

8. Roller-skating is allowed on the sidewalks and paved bike paths but not on Wells Road.

Toys and outdoor equipment

All outdoor equipment and toys must be stored on your back patio or balcony and not left on the common grounds or backyards of Lincoln Woods.

Quiet times

Please do not use play areas from dusk until 8:00 AM on weekdays and 9:00 AM on weekends.  When the play areas are closed, outside recreation should be limited to quiet activities around a resident’s apartment.  During this time children should be directly supervised by a parent or a parent designated supervisor.

Enforcement of Policy 

1. Any shareholder failing to comply with this policy will receive up to two (2) warning notices stating the type of disturbance or behavior, and the time and place it occurred. 
2.  Failure to correct this behavior will result in the issue being sent to the Board of Directors for resolution under the Complaint Resolution Policy.

9. Community Room Use Policy and Agreement
  Approved by Board of Directors, January 18, 2005

Who May Reserve the Room.  The Lincoln Woods Community Room is primarily for use by Lincoln Woods residents. Use of the Community Room must be hosted by the Lincoln Woods resident who signs this Agreement.  Residents under the age of twenty-one (21) who are sponsoring a function must have a parent or guardian, who is a resident of Lincoln Woods over the age of twenty-one, chaperone the function. The chaperone must sign this Agreement as the responsible host.  

Lincoln based organizations may also reserve the room.  The host must be over the age of twenty-one and be present at the function.

Use and Noise. Users should be mindful of the neighbors whose units surround the community room and keep music and noise at a moderate level.  If a Manager on Duty is designated for the function, his/her judgment whether music or noise is too loud will be final.  The Community Building is not to be used for any purpose prohibited by law, or by the rules and regulations of Lincoln Woods.  Lincoln Woods does not assume responsibility for personal property or other equipment brought onto the premises.  Any items to be hung or taped to the walls must be pre-approved by the Management Office.

Parking. The host will make sure that his/her guests are aware of the parking policies of Lincoln Woods, and will assure that guests utilize only parking spots marked “V” or Visitor.  Vehicles parked on Wells Road and in other resident spaces will be towed at the vehicle owner’s expense.
Curfew. There is an 11:00 p.m. curfew for use of the community room.  Outside activities, including music, eating at tables and dispensing of food and beverages, must end by 9:00 p.m.  

Number of people.  The maximum number of people who may use the room is 100 provided no chairs or tables are used; 75 if people are seated auditorium style (not at tables); and 50 if people are seated at tables.

Fee and Deposit. The fee is dependant upon whether the event is personal to a Lincoln Woods resident. For example: a party given by a resident, a class taught by a resident, a tag sale in which the only seller is a resident, or a wedding reception in which the bride or groom (or both) is a resident (“Resident Event”).  Non-Resident events include meetings of any organization in which a resident is a member, a class in which a resident is a student, a sale at which non-residents are sellers, a wedding in which neither the bride nor groom is a Lincoln Woods resident, or an event sponsored by a Lincoln-based organization. The fees for use of the Community Room are as follows:

Resident Event     $25.00

Non-Resident Event  $50.00

Use of the kitchen is included with reservation of the room.  The fee for a non-profit organization may be reduced or waived by the Board of Directors. 

A deposit of $25.00 is required for resident events and $50 for non-resident events. The deposit will be refunded following the event provided that the room is left in a clean condition and no damage has been done to Lincoln Woods property. The host agrees to pay for any repairs or replacement of any item damaged by his or her guests, plus cleaning costs, in excess of the amount of the deposit.

The fee and deposit shall be paid, in advance, in two (2) separate checks at the time the room is reserved. Cash and credit cards cannot be accepted.  If a resident event is cancelled both the fee and deposit will be refunded.  If a non-resident event is cancelled, the fee will be forfeited but the deposit will be refunded.  All refunds will be returned within 5 business days from date of cancellation.

Use of Alcoholic Beverages.  The use of alcoholic beverages at any event is prohibited due to insurance liability concerns.

Locking Up.  The host will assure that the Community room and the Community Building are left in clean condition, and all doors are locked.  Lights (inside and out) should be turned off at the end of the event.  Keys should be left in the Management Office mail slot when the function has ended.

Host Shall be Present.  The host agrees to be present in the community building during the entire function. 

The host is expected to follow the Community Room Use Agreement; any non-compliance may be subject to Board review and loss of Community Room privileges.
I have read and understand the above stated rules and regulations for the use of the Community Room and agree to abide by it:

Date of Function: _____________
Hours: ____________

Approx # of People: _______

Host Name: __________________________________  Unit   # ______

Host Address: _________________________ Host Tel #: ____________

Host Signature: ___________________________________________

FOR MANAGEMENT OFFICE USE ONLY:

Amount of Deposit:  $_________   Check #: ___________   Date received: ________

Amount of Fee:   $____________   Check #: ___________   Date received: ________

Received by: _____________________________________

Date room inspected: __________ Inspected by: ____________ Condition: _______

Date deposit returned: _______________

Date fee returned: _________________

10. Possible Additional Charges

Approved by the Board of Directors June 20, 2006

It is the Shareholder’s responsibility to pay amounts due for repairs for property damage, reasonable wear and tear excepted, caused by the intentional or negligent conduct of Resident, a member of the Resident’s household or guests within thirty (30) days after receipt of a bill from the Corporation.  The written bill sent to the Shareholder shall include the items of damage, the corrective action taken and the cost thereof. As stated in the Occupancy Agreement Section E 5.  All damages should be reported to the management office for coordination of repairs.

The following is a list of (but not limited to) additional possible charges:

	Abuse of electrical outlets

	Air Conditioner

	Appliances

	Bathroom fixtures

	Blinds / Shades missing or damaged

	Cabinets

	Carpet, torn, stained or burned

	Ceilings

	Common Areas

	Countertops

	Door locks

	Doors

	Dryers

	Foreign objects in disposals or toilets

	Grounds

	Keys or locks for doors and mailbox

	Light globes

	Mirrors

	Pets

	Screens

	Shelves

	Towel bars

	Unusual wear and tear

	Walls

	Washing Machine damage

	Waterbeds

	Windows


If repairs are required after-hours at overtime rates, the overtime labor rate will be charged to the shareholder.

   AA

11. Guest Policy
Approved by the Board of Directors August 29, 2006

If a shareholder has a temporary guest staying for more than two (2) weeks the management office must be notified in writing. A guest is defined as a person to whom hospitality is extended by the resident without being charged.  As defined in the Occupancy Agreement Section E, Paragraph 7 “temporary shall mean occupancy of not more than a cumulative total of thirty (30) days by any one person in a calendar year”.

The shareholder is also responsible for the pets of guests who visit their unit; such pets are subject to the same restrictions as shareholder pets.  See the restrictions listed in the Pet Policy and Agreement.  No pet(s) of guests can stay in the unit for more than two (2) weeks without written permission of the property manager, and for no more than a cumulative total of thirty (30) days in a calendar year. 
Due to liability concerns, Lincoln Woods personnel are not authorized to provide access to a unit without the shareholders written permission.

12. Subletting Policy 

Approved by the Board of Directors June 20, 2006   
A market shareholder may sublet their dwelling unit with the prior written consent of Lincoln Homes Corporation.  Subsidy program regulations prohibit moderate and low-income shareholders from subletting.  (See the Lincoln Homes Corporation Occupancy Agreement Section E, Paragraph 7).

A written request to sublet must be submitted to the Board of Directors six weeks prior to any sublet.  Market shareholders will be allowed to sublet for a total of two years, while they are residents of Lincoln Woods. Either for one (1) year with a one (1) year extension sublet or two non consecutive one year sublets. 

The Board must have a complete discussion (no telephone or e-mail votes) of the sublet or extension prior to approval.  The stockholder is required to be present at this meeting or, if they are out-of-state, a detailed letter must be presented.  

The following conditions must be met:

1. The monthly rent paid by sub lessee to stockholder may not exceed the monthly carrying charge designated by the Lincoln Homes Corporation, plus reasonable expenses for the use of home furnishings.  The Lincoln Woods stockholder must continue to pay the monthly carrying charge directly to the Corporation.

2. A Lincoln Homes Corporation Sublet Consent Agreement is signed and is filed with Management.  See copy of Sublet Consent Agreement.  It is strongly recommended that the shareholder have a separate rental agreement with sub lessee.  If a separate rental agreement is executed between shareholder and sub lessee a copy must be provided to Lincoln Homes Corporation.

3. Lincoln Woods requires that any shareholder subletting their unit have or obtain renters insurance coverage, and provide proof to Lincoln Woods.
4. Payment of the sublet fee of $300.  Payment is due at the signing of the Lincoln Homes Corporation Sublet Consent Agreement. This fee is to cover the cost of administrative work and maintenance inspections of the unit.
5. Stockholder may also require a security deposit and the Lincoln Woods sublet fee from the sub lessee.  

6. Stockholder and the Sub lessee must provide Lincoln Woods with emergency contact information.

7. For the benefit of all parties a move-in and move-out inspection of the unit will be performed.

LINCOLN HOMES CORPORATION

SUBLET CONSENT AGREEMENT

This agreement made and entered into this ____day of __________, 20__  by and between _______________________(hereinafter referred to as Stockholder), and ______________________ 

(Hereinafter referred to as Sub lessee), and Lincoln Homes Corporation (hereinafter referred to as the Corporation).

In accordance with Section E, Paragraph 7 of the Occupancy Agreement between Lincoln Homes Corporation and _________________(stockholder), this agreement authorizes named Stockholder to sublet unit # ____ to the above-named Sub lessee for the term of ___________________________.  This agreement may be terminated by any of the parties with a sixty (60) day written notice to the other parties.  In no case is this agreement in effect longer than one (1) year.  If a one (1) year sublet extension is granted a new Lincoln Homes Corporation Sublet Consent Agreement must be signed.  At the end of the term of this agreement, the Stockholder must either reoccupy the unit or sell the shares at the Transfer Price according to the Amortization Schedule in effect.

The Stockholder shall notify the Corporation of the decision sixty (60) days prior to the end of this agreement.  The Sub lessee understands that at the end of this agreement, the Sub lessee must vacate the unit. For the benefit of all parties a move-in and move-out inspection of the unit will be performed.

The monthly charge of  $_______ (or current carrying charge covering this time period) is due on the first day of the month, and is due and payable to the Corporation by the Stockholder.  The monthly rent paid by the Sub lessee to Stockholder may not exceed the monthly carrying charge designated by the Lincoln Homes Corporation, plus reasonable expenses for the rental of home furnishings.   The agreed upon monthly rent to sublet unit #______  is    $________.

The Stockholder may also require a security deposit and the Lincoln Woods sublet fee.  If there is an increase in the monthly carrying charge, the Stockholder shall be notified with a thirty (30) day written notice.  The monthly carrying charge includes heat, hot water, and gas for cooking.  It does not include electricity, telephone, or cable television.

The Sub lessee agrees to abide by all rules and regulations of the Corporation.  

The Sub lessee will be held responsible to all of the terms and conditions of the original Occupancy Agreement, and to any modification of the Occupancy Agreement, which takes effect during the term of this agreement.  This agreement does not create a direct tenancy between the Corporation and the Sub lessee, and nothing in this Sublet Agreement is intended to release the Stockholder from the full terms and conditions of the Occupancy Agreement.
__________________________

_________________________


SUBLESSEE




SUBLESSEE

__________________________

__________________________


STOCKHOLDER



STOCKHOLDER

___________________________

__________________________

$300 Sublet Fee Paid



PROPERTY MANAGER









Agent for Lincoln Homes Corporation

Renter’s Insurance Obtained from:  _____________________________________
13. Complaint Resolution Policy
Approved by the Board of Directors August 29 2006 

Lincoln Police

Notify the Police of any noise complaints, solicitors, suspicious activity, and or problems of indecent behavior.  Please also notify management of these issues after the police have been notified.

Management

The Management Agent is responsible to Lincoln Homes Corporation and the Board of Directors at all times for all aspects of managing Lincoln Woods.  Residents are requested to channel problems, and complaints of a non-emergency nature in writing to the office during normal business hours.  If the complaint is about Management or a Board member, then the complaint should go directly to a member of the Board of Directors in writing for discussion at the Board’s next executive meeting.

If the Management Agent is unable to resolve the conflict then the managing agent or the shareholder may bring the issue in writing to the Board of Directors for discussion.  Some conflicts may be referred directly to the Grievance Committee at the discretion of the Management Agent.  

Board of Directors

The Board will discuss the issue in Executive session and decide whether to resolve the issue themselves or refer the issue to the Grievance Committee for further review and recommendations. 

If referred to the Grievance Committee the Board will appoint the appropriate Grievance Committee members to hear the complaint.  The committee will consist of at least two (2) members who are unbiased and not involved in the situation under review.

Grievance Committee

When a complaint is referred to the Grievance Committee for their review they will:

a.
Investigate the complaint, and meet individually and/or together with all parties to try to resolve the problem.

b.
Report to the Board of Directors their recommendation(s) for a resolution of the problem in Executive Meeting.

Resolution

a.
The Board of Directors will discuss the issue and the Grievance Committee’s recommendation(s).

b.
The Parties will be given the opportunity to meet with the Board during an executive meeting in a timely manner to state their case.

c.
The Board will vote on the issue in executive meeting, and let the parties know the resolution of the conflict in writing.  The decision of the Board of Directors will be final.

d.  
If the resolution is not adhered to by all parties appropriate action will be taken as outlined in the Occupancy Agreement.

14. Air Conditioner Policy

  Approved by the Board of Directors July 18, 2006

Lincoln Woods does not provide air conditioners, however each unit has through-the- wall air conditioner sleeves.  The cost, maintenance, and any damage caused by the air conditioner are borne by the shareholder.

D. Permission to install an air conditioner requires a written request from the shareholder and approval from the corporation prior to purchase.  The written request must include a complete description and the specifications of the air conditioner.

E. Replacement air conditioners must be a “replacement sleeve type air conditioner”. 

Window type units, while they appear to fit easily in the sleeve, and are much less expensive, cannot be installed in these through the wall sleeves due to the type of venting method they require.  If a window-type unit is installed it immediately becomes a safety issue due to the possibility of over heating and improper drainage.  In the event damage to your unit (or other units) is suffered as a result, the shareholder would be financially responsible for restoration and/or repair of the resultant damage(s).

F. Lincoln Woods has two Sears sleeve sizes:


1. 15 17/32 inches high, 25 7/8 inches wide, and 16 23/32 inches deep  or

2. 17 ½ inches high, 26 inches wide, and 18 ½ inches deep 

To purchase a new sleeve type air conditioner(s) please contact, Sears Contract Sales directly at  (800) 359-2000.

If a purchased sleeve type air conditioner unit does not fit sleeve properly, you may contact the management office for assistance.

Lincoln Homes Corporation

Air Conditioner Installation – APPROVAL REQUEST

NAME: _________________________________________  Unit #: _______________

Regulations:

· Permission to install an air conditioner requires a written request from the shareholder and approval from the corporation prior to purchase.  The written request must include a complete description and the specifications of the air conditioner (see below).
· Replacement air conditioners must be a “replacement sleeve-type air conditioner”.
· Window-type units cannot be installed in the through-the-wall sleeves due to the type of venting method they require.  If a window-type unit is installed, it immediately becomes a safety issue due to the possibility of over-heating and improper drainage.  In the event damage to your unit (or other units) is suffered as a result, the shareholder would be financially responsible for restoration and/or repair of the resultant damage(s).
· The cost, maintenance, and any damage caused by the air conditioner will be borne by the shareholder.

To purchase a sleeve-type air conditioner(s) please contact:  Ed Abraham Sears Contract Sales, directly at (800) 359-2000.  Lincoln Woods has two (2) sleeve sizes:


1.  15 17/32 inches high, 25 7/8 inches wide, and 16 23/32 inches deep, -or-

2.  17 ½ inches high, 26 inches wide, and 18 ½ inches deep

If the unit does not fit the sleeve properly, you may contact the management office for assistance.
I have read and understand the regulations for installation of an air conditioner, and am requesting approval from Lincoln Homes Corporation.

Sleeve size: _______________    Description (Model #, BTU’s): _______________________










________________________










________________________

DATE: ____________________

_________________________________________









Resident Signature

DATE RECEIVED: ___________________________

On behalf of Lincoln Homes Corporation, approval is hereby granted to install an air conditioner as noted above.

BY: _____________________________________

DATE: _______________

                                       , Property Manager


Barkan Management Co., Inc.


Agent for Lincoln Homes Corporation

15. Satellite Dish Policy

Approved by the Board of Directors June 13, 2000

1. Introduction

On November 20, 1998, the Federal Communications Commission (FCC) published guidelines regarding the installation of personal satellites dishes on multi-family properties such as Lincoln Homes Corporation. The following policy and guidelines have been developed for Shareholders wishing to purchase and install a satellite dish. PLEASE REVIEW THIS CAREFULLY BEFORE YOU PURCHASE A SATELLITE DISH OR ANTENNA FOR YOUR PERSONAL USE AT LINCOLN WOODS, AS THERE ARE RESTRICTIONS FOR INSTALLATION.
2. General Guidelines

IMPORTANT NOTE: Reception of a satellite broadcast signal is significantly impaired - if not absolutely prevented - if the unit does not have the ability to receive a signal from a generally south-southwest to southwest direction. Proper reception requires a clear horizon about Forty (40°) degrees above horizontal and there will be significant signal problems if there are any buildings or trees between the installed dish and the orbiting broadcast satellite. Confirmation of a broadcast signal of the system must be documented by a licensed installer preferably prior to the time of installation.


Lincoln Homes Corporation will not entertain requests from Shareholders to alter the physical surroundings of the property, natural or otherwise, to accommodate the Shareholder satellite dish placement.

A. INTERIOR INSTALLATION


A dish may be installed in the interior any unit by notifying Lincoln Homes Corporation, via the Management Office in writing. An interior satellite dish or antenna does not require formal approval of the Board of Directors, but written notification must be provided as indicated above.

It is the responsibility of the Resident to remove the interior satellite dish upon move out. Minor holes to the walls will be considered normal wear and tear to the unit upon move out. Significant damage noted upon a move out inspection caused by the installation of a satellite dish will be repaired following the shareholder's move out and adjusted against any share monies due to the former shareholder, as noted in the corporate documents.
___________________________

₁This policy statement may use the terms ‘satellite dish’ and ‘antennae’ either interchangeably or in reference to a certain type of reception device.  The Shareholder is hereby informed that this policy applies to all types of over the air reception devices in the applicable FCC rulings, including only the following:  direct broadcast satellites (“DBS”), multichannel multipoint distribution (wireless cable ) providers (“MMDS”), and television broadcast stations (“TVBS”).  See 47 CFR 1.4000 of the Telecommunications Act of 1996. 
B. EXTERIOR INSTALLATION

A formal request to install an exterior/outdoor satellite dish must be made, in writing, to the Board of Directors in care of the Management Office. It must be accompanied by specifications regarding the dish you wish to install. It is highly recommended that the Shareholder review the proposed installation, including proposed installation location, line-of-sight availability and dish specifications with Management prior to purchasing the satellite dish. It is also highly recommend that the Shareholder carry personal property insurance as well as personal liability insurance liability insurance if considering installation of a satellite dish.  Lincoln Homes Corporation will accept no responsibility for any loss, damage or vandalism to a satellite dish or its components. Lincoln Homes Corporation will accept no responsibility for any personal injury to any installer, repair person, or other individual injured in any way while installing, maintaining, repairing or conducting any other type of service to the Resident’s satellite dish or antenna.  Because an exterior satellite dish requires formal approval of  the Board of Directors, your request must be submitted to the Management Office in writing. You will receive a confirmation letter from the Board of Directors prior to installation. The Board will review your proposal for satellite dish/antenna installation and determine whether it is allowed by the FCC rules as incorporated in the Lincoln Homes Corporation SATELLITE DISH POLICY AND GUIDELINES. The Board's confirmation letter will be sent in a timely manner, so as to not unreasonably delay or prevent appropriate installation.

The Shareholder accepts responsibility for all maintenance repair, and/or replacement of a satellite dish due to "acts of God" (i.e., inclement weather, lightning strikes, etc.)  In addition, if the satellite dish must be removed in order for work to be performed on the structure to which it is attached, the Shareholder shall be responsible to remove and re-install the satellite dish, using the same procedure outlined in this policy and shall be responsible for all costs and expenses incurred by Lincoln Homes Corporation in connection with such removal and re-installation.

Any dish purchased may not exceed twenty three (23") inches in size.

Since a cable must be run through the wall of the building, documentation must be provided by the contractor installing the dish or antenna that the contractor will be responsible for any damage as a result of this drilling (similar to installing cable wire in the interior of the unit to another room.) The contractor must provide a certificate of insurance to the management office prior to the scheduled installation date.

If a "Do It Yourself" Kit is purchased and the installation is faulty and/or damage to the interior of the unit occurs, the resident Shareholder must agree to accept the cost of repair of such damage by the maintenance staff.


However the satellite dish or antenna is installed, installation methods must meet the following criteria:

1. 
the most current installation techniques or technology will be used 

so as to cause minimal damage to the property of Lincoln Homes Corporation;
2. 
installation must comply with state and local building codes and all
applicable by-laws of the town of Lincoln, Massachusetts,  a
confirmed either by the building inspector for the Town of Lincoln and/or an independent electrical contractor hired by Lincoln independent electrical contractor hired by Lincoln Homes  Corporation (the resident is responsible for all costs and expenses 
incurred with obtaining such approval).
3. 
installation must comply with state and local fire codes  as confirmed either by the fire inspector for the Town of Lincoln and/or an independent electrical contractor hired by Lincoln Homes Corporation (the resident is responsible for all costs and expenses incurred with obtaining such approval), and therefore placement of any interior or exterior satellite dishes on any fires escapes is strictly forbidden, and no dish installation may obstruct any fire exit, 
access thereto, egress therefrom, or visibility thereof.
4.
.installation must comply with state and local electrical codes,
especially with respect to grounding the satellite dish and internal and external wire or cable connections  as confirmed either by the local electrical or wire inspector for the Town of Lincoln and/or an independent electrical contractor hired by Lincoln Homes Corporation (the resident is responsible for all costs and expenses incurred with obtaining such approval); and

5.
 installation must comply with the Lincoln Homes Corporation’s Safety Objective, stated in full below.


The Shareholder agrees to accept, in writing, all responsibility for
replacement of a satellite dish due to damage or vandalism, and any common area repair costs as a result of damage and/or vandalism.


Significant damage noted upon a move-out inspection caused by the
installation of a satellite dish will be repaired upon the Shareholder's
move-out and adjusted against any share monies due to the former
shareholder, as provided for in the corporate documents.
To the extent possible, satellite dishes and antennas should be placed
where they are not visible from the street, if this placement does not
prevent reception of an otherwise acceptable quality signal.
C. SECOND FLOOR INSTALLATION

Dimensions of the dish must not exceed twenty three (23") inches in size.

If the dish or antenna is mounted on the top rail of the balcony, in
addition to complying with the other guidelines set forth herein, it must
remain entirely within the confines of the balcony area. In other words, the
installed satellite dish or antenna may not significantly hang over or
protrude beyond a balcony, because the dish would then be in a common area.  Installation of satellite dishes or antennas in common areas is prohibited.

The dish or antenna may be inconspicuously mounted on the wall of the
building or on the balcony floor, as long as it remains entirely within the
confines of the balcony area. The Resident should paint the satellite dish
so that it blends into the background against which it is mounted, provided
painting it would not interfere with reception and not impose unreasonable
cost.  
The Shareholder accepts responsibility for all maintenance, repair and/or replacement of satellite dish or antenna due to “Acts of God (i.e., inclement weather, lightning strikes, etc.).  The Shareholder agrees to accept all responsibility for replacement of satellite dish due to damage or vandalism and any common area repair costs as a result of damage and/or vandalism.  In addition, if the satellite dish must be removed in order for work to be performed on the structure to which it is attached, the Shareholder shall be responsible to remove and re-install the satellite dish, using the same procedure outlined in this policy and shall be responsible for all costs and expenses incurred by Lincoln Homes Corporation in connection with such removal and re-installation.
D. FIRST FLOOR INSTALLATION

Dimensions of the dish must not exceed twenty-three (23”) in size.


Whether the Shareholder has a patio installed or the standard concrete
slab, the satellite dish or antenna may be inconspicuously mounted on the
wall of the building or on the floor, as long as it remains entirely within
the confines of the patio/slab area. The Resident should paint the satellite
dish so that it blends into the background against which it is mounted,
provided painting it would not interfere with reception and not impose unreasonable cost.

The Shareholder accepts responsibility for all maintenance, repair and/or
replacement of satellite dish or antenna due to "acts of God" (i.e.,
inclement weather, lightning strikes, etc.)  The Shareholder agrees to
accept all responsibility for replacement of satellite dish due to damage or
vandalism, and any common area repair costs as a result of damage and/or vandalism. In addition, if the satellite dish must be removed in order for work to be performed on the structure to which it is attached, the
Shareholder shall be responsible to remove and re-install the satellite
dish, using the same procedure outlined in this policy and shall be
responsible for all costs and expenses incurred by Lincoln Homes Corporation in connection with such removal and re-installation.
3.  SAFETY OBJECTIVE

Lincoln Homes Corporation hereby publishes this Safety Objective pursuant to 47 C.F.R. 1.4000(b)(1):

Preamble

Lincoln Homes Corporation strives for all the Shareholders in our community live enjoyably, comfortably, and safely, while retaining access to modern entertainment and communication technologies. It is toward that end that this Safety Objective regarding satellite dish installation is hereby promulgated as an addendum to the Lincoln Homes Corporation Satellite Dish Policy and Guidelines. This Safety Objective also applies to other appurtenances, devices or fixtures that are comparable in size, weight and appearance to the dishes addressed herein.

Objective


Our safety objective at Lincoln Homes Corporation is to eliminate the risk
of injury to individuals associated with the inspection, siting, installation, maintenance, removal, replacement and upgrading of satellite dish units.


Restrictions


In order to meet these objectives, no satellite dish may be installed on the
roofs of Lincoln Homes Corporation's residential buildings. Our roofs are
covered with materials that are not intended to maintain the installation of
satellite dishes. Furthermore, the height of our residential buildings
indicates that a fall from such a height, for the professional or amateur
installer, could be catastrophic. Also in furtherance of the Safety
Objective, no satellite dish will be installed on an exterior surface not
within the exclusive control of the resident, including any exterior wall or
any facia board, soffit, rake board, or other building trim.  As support for
this Safety Objective, Lincoln Homes Corporation recognizes that roof-borne or  wall-borne installation,  could lead to the detachment of the equipment in a windstorm, hurricane or blizzard, or other potentially severe New England weather, potentially causing personal injury and property damage.


Lincoln Homes Corporation also incorporates the following restrictions as
part of its Safety Objective:


1. 
Satellite installation must comply with state and local building codes
           and all by-laws of the town of Lincoln, Massachusetts;


2. Satellite installation must comply with state and local fire codes, as
confirmed either by the local building inspector for the Town of Lincoln and/or an independent electrical contractor hired by Lincoln Homes Corporation (the resident is responsible for all costs and expenses incurred with obtaining such approval) and therefore placement of any interior or exterior satellite dishes on any fire escapes is strictly forbidden, and no dish installation may obstruct any fire exit, access thereto, egress therefrom, or visibility thereof;
3. Satellite dish installation must comply with state and local electrical
codes, especially with respect to grounding the satellite dish and internal and external wire or cable connections,  as confirmed either by the local electrical or wire inspector for the Town of Lincoln and/or an independent electrical contractor hired by Lincoln Homes Corporation (the resident is responsible for all costs and expenses incurred with obtaining such approval);

4.
Satellite dishes may not be placed or installed near any utility meter, conduit, wire, box, or other apparatus; 


5. 
Satellite dishes must be properly secured to the exterior or interior

surface so as to minimize damage while maximizing its foundation.


6. Satellite dish installers and all related contractors, before beginning
work on Lincoln Homes Corporation property, must provide evidence of valid workers compensations and liability insurance; and,

7.
Residents should have adequate insurance for personal injury and personal property damage.

Any questions regarding the Lincoln Homes Corporation SATELLITE DISH POLICY AND GUIDELINES should be directed to the Management Office.


Request For
Installation of Satellite Dish


I, _______________________________________________, being the resident 

at ________ Wells Rd., Unit # ______________, Lincoln, MA, do hereby request

permission to install a satellite dish in an area outside my unit, meeting the 

following specifications:


Size of Dish:_____________________________________________________


Type of Dish: ____________________________________________________

Proposed Location of Dish:

 ________________________________________________________________

________________________________________________________________


Name of Contractor Installing  Dish:

_______________________________________________________________

Address / Telephone Number of Contractor Installing Dish:

________________________________________________________________


NOTE:  Contractor’s Certificate of Insurance must be attached to this form.

DATE: ______________

_____________________________________








     Resident Signature

DATE: ______________

_____________________________________








     Resident Signature
CONSENT TO INSTALL SATELLITE DISH

(Not effective unless signed by the Management Company)


Consent is hereby given to install the satellite dish described above, subject to the terms and conditions of the Satellite Dish Policy and Guidelines.

DATE: ______________
___________________________________________






      Property Manager’s Signature

I hereby acknowledge that I have read the terms and conditions of the
Satellite Dish Policy and Guidelines and agree to abide by them.  I
understand that this consent may be modified or revoked in accordance with the terms and conditions of the Satellite Dish Policy and Guidelines.


DATE: ______________

_____________________________________








     Resident Signature

DATE: ______________

_____________________________________








     Resident Signature
16. REPLACEMENT POLICY 

Approved by the Board of Directors March 21, 2006
When Management has determined that an item requires replacement (in accordance with the following policies), it will be replaced with a standard replacement.  The cost of the standard replacement shall be paid by Lincoln Woods.  If a resident chooses an upgraded replacement, the resident shall pay the difference. In both cases, the replacement will be maintained by Lincoln Woods and will be considered a permanent fixture, the property of Lincoln Woods.

Appliances:

Standard Replacement:   Sears or Kenmore appliances as specified by Lincoln Woods.
1.   If a unit appliance completely fails, it is automatically replaced.

2.
All cost effective attempts are made to repair an appliance before it is considered for replacement.

Residents who choose to purchase their own appliances will be considered the owner of that item and is responsible for its maintenance and repair.


Balcony Flooring:
Standard Replacement:  Boardwalk composite decking with pressure treated framing, on rubber strips in 6 removable panels.

Standard Color:   Gray 

Bathrooms:


Medicine Cabinet 



Standard replacement:  16 x 26 inches cabinet with chrome frame mirror. 



 14 x 24 rough-in for wall.


Toilet



Standard replacement:   1.6 GPF white, Eliger or equivalent

Tub
Standard replacement:  American Standard Americast white enamel or equivalent.


Vanity with sink

Standard replacement: 2 door white vanity 18 x 24 inches with white cultured marble sink top.


Wall Tiles



Standard Replacement:  
White Ceramic Tile

Floor replacement: 

Standard replacements:


Luxury no- wax vinyl tile (1’ x 1’) in:  Entranceways and hallways (except one bedroom units), landings, dining room, kitchen, laundry rooms and bathrooms.


Low plush pile carpeting in:  Living rooms, stairs and bedrooms.


Alternative:  Short pile carpeting

Standard Colors:   Neutral color options available.
Carpeting will be replaced as needed considering the length of occupancy and/or the condition of the carpet.  The resident will be responsible for moving their breakables and valuables.

Hardwood floors in the living rooms will be replaced with carpeting. Attempts will be made to repair or replace individual tiles or sections before an entire floor is replaced.  These repairs will be made as discretely as possible, making every effort to ensure the closest color match possible.  

All cost effective attempts are made to repair a floor before it is replaced.

Kitchen

    Kitchen Cabinets:

Standard Replacement:   Kraft Maid – Luna White Laminate with #7040 hardware handle or equivalent

Upgrade Replacement:  Kraft Maid with flat front doors – Laguna Oak, or Avery Maple or equivalent.


Upgrade Handles: Kraft Maid 205, 7056, 7085, 7086 or equivalent.
    Countertops:

Standard Replacement:   Wilsonart Formica, Mystique Dawn

    Back Splash:


Standard Replacement:   none prep and paint existing materials

    Kitchen Sink
Standard Replacement:   Stainless Steel Elkay or equivalent. 

Single bowl 22 x 25 inches with 7-8 inch depth
Lighting Fixtures:
Bathroom:  3 light bulb strip fixture or better

Dining and Kitchen: 16 ½” 3 bulb fixtures

Hallways: any 1 bulb decorative sconce
Painting:  

Standard Paint:  ICI Life Master 2000 brand latex or equivalent low odor paint.

Standard Color: Antique White 

Standard Number of coats:  One (1) base coat and one (1) finish coat.  If additional coats are necessary the stockholder will be responsible for any additional cost.

Units will be painted on a priority basis, depending on the length of occupancy, on an 8 – 10 year cycle subject to budgetary constraints. The inside of closets and kitchen cabinets will not be painted. 

It is the responsibility of the resident to move any hand items, books, breakables, and lamps.  It will take an average of 2 to 3 days to repaint an occupied unit.

If a non-standard color is chosen the resident is responsible for any additional cost.

Patio:
Standard Replacement:  Boardwalk composite decking with pressure treated framing.


Standard Color:   Gray
Privacy Fence:

Standard Replacement:    Shadow box in natural white cedar or gray vinyl.


Semiprivate in natural white cedar or gray vinyl
Upgrade Replacements

Only bathroom vanities, flooring, and kitchen cabinets will be considered as upgraded replacements. The value of the improvement shall be the difference between the cost of the upgrade and the standard replacement (not to exceed $200). 

To request an upgraded replacement, a shareholder needs to:

1. Request and receive in writing the corporation’s approval for the upgrade, prior to installation.

2. To recover any part of the improvement cost, the shareholder must request in writing to have the value of this improvement added to the value of their shares (not to exceed $200), prior to installation. 

3. The value (not to exceed $200) of the upgraded improvement will be depreciated 20% per year over 5 years unless the condition of the upgraded replacement warrants it being fully depreciated at time of replacement or move out.  

4. When leaving Lincoln Woods, a resident will be entitled to add the depreciated value to the transfer price of their shares. The aggregate value of all improvements made by the resident can not exceed two hundred dollars, as stipulated in the Articles of Organization.  

17.  Improvement Policy

Approved by the Board of Directors May 14, 2006

Shareholders are encouraged to make improvements to their units. This policy outlines what improvements can be made, and the procedure for obtaining approval.

If a shareholder chooses to install an improvement the steps are as follows:

5. Request and obtain in writing, the corporation’s approval for the improvement prior to installation.  Request should include a complete description and the specifications of the proposed improvement.

6. To recover any part of the improvement cost, the shareholder must request in writing to have the value of this improvement added to the value of their shares (not to exceed $200), prior to installation. 

7. The value (not to exceed $200) of the improvement will be depreciated 20% per year over 5 years unless the condition of the improvement warrants it being fully depreciated at time of replacement or move out.  

8. When leaving Lincoln Woods, a resident who has complied with this policy, will be entitled to add the depreciated value to the transfer price of their shares, provided the aggregate value of all improvements made by the resident to their dwelling does not exceed two hundred dollars, as stipulated in the Articles of Organization.  

There are minimum requirements for the type of materials and the specifications. Residents who do not adhere to the policy will be responsible for all costs and repairs that may be incurred due to faulty or improper installations.  Should any improvement interfere with the structure or the management of Lincoln Woods, the resident will be required to remove it at his or her own expense.

If you have any questions regarding the guidelines, please contact the Management office.

Improvements eligible for increase in transfer price are: bathroom vanities, flooring, fencing, and wood decking on patios.  The shareholder will assume all costs for bringing the unit back to original condition for all other improvements.

*Improvements, which require approval from the Board of Directors

Modifications to handicapped units


Soundproofing


Addition of balconies off large one-bedroom units.


Installation of a toilet on the first floor.


Reasonable Accommodations

INTERIOR

1  
Painting


Approval Level:  None, specifications must be followed.


Approved Materials:
a.
Quality paint must be used on all painted surfaces.  Benjamin Moore, ICI Life Master 2000 latex , and Sherwin Williams, have all proven reliable.


b.  
Type of paint must be appropriate for the surface.


Approved specifications:

a.
Latex paint must be used on walls and ceilings.


b.
Wall Paint should have an eggshell finish.

c.  
Colors must be able to be brought back to white with two coats (1 base coat and 1 finish coat).

2  
Wallpaper 


Approval level: Management


Approved materials

a.  
Any type of wallpaper may be used


b.  
Contact paper cannot be used on walls.


Approved specifications

a.  
Walls must be sized and properly prepared for papering.

b.  

All outlet covers, switch plates, and thermostats should be removed before papering.


c. 
Wallpaper can be used to cover wallboard only.


d.  
Painting over wallpaper is not allowed.

3  
Carpeting 

Approval level: Management


Approved materials

a.
Quality of carpet must meet all codes.

b.
Specifications must be approved before installation.


Approved specifications
a.  
Carpet may be installed in the living room, hallways, bedrooms and on the stairs.

b.  
All flooring must be properly prepared. Carpet cannot be installed over wood flooring.

4
Front Entrance Floor Materials 


Approval level: Management


Approved materials

a.  
Ceramic tile


b.  
Vinyl tile


Approved specifications

a.  
Must be installed by a licensed contractor.

b.  
Sub floor must be re-installed or re-secured to prevent ceramic tile and/or grout from cracking.


d.  
Materials must be approved by Management before installation.

5  
Kitchen Back splashes behind stove

Approval level: Management


Approved materials

a.  
All materials must be flame retardant.

b.  
Ceramic or Formica may be put in place of the existing material.


Approved specifications

a.  
Current surface must be thoroughly cleaned.


b.  
If you paint the surface it must be primed first.

c.  
If the existing Formica is removed, the wall must be properly prepared for new material.

6 
Vanities in bathrooms

Approval level:  Management


Approved materials

a.
Any style vanity can be installed, not to exceed 18 x 24 inches.


b.  
All plumbing fixtures must be water conserving.


Approved specifications

All installations must be completed by a licensed plumber.


Other important information:


All removed parts must be returned to Lincoln Woods.
7  
Ceiling Fans and Lighting Fixtures

Approval level: Management


Approved materials

a.  
Any style fan or lighting fixture may be installed.


b.  
Size of fan must be appropriate to the area.


Approved specifications
a.
Minimum headroom must be allowed according to Massachusetts State building codes.


b.  
All units must be installed by a licensed electrician.

EXTERIOR

1  
External Lighting Fixtures and Outlets

Approval level: Management


Approved materials

a.  
Fixture size must be appropriate to area.


b.
Lamp wattage should not exceed 40 watts.


c.  
Recessed units and units that cut into the overhang are not allowed.


d.
Wall mount lamps must be no higher than 6 feet.


e.
Fixtures may be mounted under the overhang.


f.
White lights and bug lights are allowed.


g.  
All outlets must have ground fault protectors.


Approved specifications
a.  
Lighting must only illuminate immediate area and not interfere with neighbors.


b.  
All work must be performed by a licensed electrician.

2   
Fences 


Approval level: Management


Approved materials
a.
Cedar (unpainted).

b.
Vinyl Sand Grey


c.  
All posts and supports must be pressure treated.


Approved specifications

a.  
No extension of divider fences is allowed.


b.  
Fencing to enclose backyard area should conform to existing fence.


c.  
Posts and all supports must comply with existing details.


d.  
All designs must be submitted for approval.


Other important information
All fences must be maintained in a manner consistent with development policies.  Fences not properly maintained will be removed at the owner’s expense.
3  
Screen houses - Seasonal and Temporary:


Approval level:   None


Approved specifications:
a.
Free standing seasonal and temporary structures only.

b.
All structures must be within the privacy fenced area and no higher than 10 feet.

4 
Sheds (Revised by the Board of Directors April, 2002)


Approval level:  Facilities Committee and  Board of Directors


Approved materials
a.
Wooden Sheds

1.
Roofing material must be shingle or rolled roof.


2.
Siding must be white cedar, panel 15, cedar clapboard or other finished material.

3.
Shed must be elevated on masonry or similar support.

4.
Flooring must be pressure treated if it is exposed to the ground.

5.
All space beneath sheds must be screened with galvanized metal to provide rodent protection.

6.
All doors must be supported to ensure proper closure.


7.
Framing and roofing material must be appropriate to shed size.


b.
Plastic  / Vinyl Sheds


c.
No metal sheds


Approved specifications
a..  
Must be on patio area and cannot extend beyond fence dividers, and cannot exceed the height of the fence.


b.  
Must be kept at a distance of four (4) feet from any building.


c.  
Must be free standing receiving no support from any building or fences.


d.
Shed should match the color of the building as closely as possible.   


e.  
Shed cannot interfere with roof drainage or block exit.      

f.
Shed must be weather and insect tight.

g.        All sheds must be constructed in a professional and workmanlike manner.


Other important information
a.  
Designs submitted to the Facilities Committee or the Board of Directors must include a sketch or picture.

b.  
All sheds must be maintained in a manner consistent with development policies.  Sheds not properly maintained will be removed at the owner’s expense.


c.  
Upon vacating any unit, the shed must be removed by the shareholder.

5  
Wood Decks on Patio

Approval level: Facilities Committee and Board of Directors


Approved materials

a.  
Boardwalk composite decking with pressure treated framing.


Approved specifications

b.  
Supports for deck must be level and set in concrete.


c.  
Any platform one foot above grade must have a step and a railing.


d.  
Deck cannot extend beyond fence area.


e.  
Space should be left between the deck and building to allow for drainage.


f.  
Flashing must also be installed to ensure proper runoff.

g.  
If the wood platform extended beyond established concrete, ground cover (black cloth)  must be provided to prevent overgrowth.

h.  
Elevated materials must be screened with galvanized metal to provide rodent protection.


i.
Decking must be spaced no more that 1/8” apart.


Other important information
a.  
Movement in the ground may cause the existing concrete patio to move.  Any frame supported by the existing concrete may be damaged.  Lincoln Woods will not assume responsibility for this movement.

b.
Designs submitted should include a sketch.

6
Landscaping
Lincoln Woods residents are encouraged to plant flowers, bushes and shrubs, and are responsible for any plantings (except for grass) in their designated area.  A resident’s designated area is defined as the area between their fence dividers, alongside the patios, and beneath the windows in front of their unit.   Proper pruning, care and maintenance of the plantings are the resident’s responsibility.   Special permission will be required for plantings in common areas, such as behind or to the side of your unit. 

When choosing a plant and location, the growth potential of the plant should be considered. Plants should not be placed within 2 feet of the building or in a way that will limit the maneuverability of mowing or snow removal equipment.  Plants, which produce vines, should not be placed near a building or fence without a supporting wooden trellis.  The area of your planting should be kept free of weeds and the bordering edge should be maintained. Plantings should not obstruct fences, interfere with your neighbor’s view, or encroach on their yard in any way.  Vegetables are not to be planted in front yards or in common areas -- please limit these to your patio area.

All plant growth must be at least 2 feet away from the building.

Prior written approval for the following types of landscaping must be obtained from:

1.  
Management:


a.  
Any planting in common areas (outside of designated area).

b.  
Any planting of trees and shrubs, both in designated area and in common areas, approval must designate where plants are to be placed and the kind of tree or shrub to be planted.


c.  
Pruning of trees and shrubs in common area.

2.  
Management and Facilities Committee:


a.  
Removal of shrubs in common areas.

3.  
Management, Facilities Committee and Board of Directors:

Tree removal from common area.  Any request for removal of trees must be submitted in writing and have written agreement of all adjoining neighbors before being submitted to management.
18. Move Out Procedure and Policy

Approved by the Board August 29, 2006

When you plan to move out of Lincoln Woods, you may terminate your tenancy at the end of the initial term, or at the end of any month during any successive term by giving at least sixty (60) days written notice, in advance to Management and/or the Corporation.  However, the shareholder shall be liable to pay all monthly carrying charges and any other charges due the Corporation until the first to occur:  (a) four (4) months from the date that the notice is received by the Corporation, or (b) the date the dwelling unit is occupied by a new resident/shareholder.  See Lincoln Woods Occupancy Agreement Section C, Terms of Agreement.

You must also return your original stock certificate (if issued) and all keys, and leave the unit in move-in condition, reasonable wear and tear excepted.

Attached is a checklist for the purpose of clarifying the condition your unit is expected to be in for the final inspection.  If you have any questions, for example, if an item such as a carpet or appliance is due to be replaced, you may request a pre move-out inspection.

Lincoln Woods

Move-Out Inspection

DATE: _________________    CHECK ONE:  Preliminary _________
Final __________

Inspection performed by: ___________________________________

RESIDENT NAME(S): ____________________________________________________

UNIT ADDRESS: ________________________________   SIZE OF UNIT: _________

Move-in Date: ____________________ Physical Move-Out Date: _______________

Number / Type of keys returned: ____________________________________





      CONDITION

KITCHEN
        
                     Good    Fair    Poor

COMMENTS


Make/Model
       (if applicable)

Appliances:



Refrigerator
      ___________
____    ____   ____
     ___________________


Stove

      ___________
____    ____   ____
     ___________________

Hood fan 
      ___________
____    ____   ____         ___________________     

Dishwasher 
      ___________    
____    ____   ____
     ___________________

Other:



Cabinets
      ___________
____    ____   ____     ___________________

Sink

      ___________
____    ____   ____     ___________________

Faucet
      
      ___________
____   _____  ____     ___________________
Disposal
      ___________
____    ____   ____     ___________________

Flooring
      ___________
____    ____   ____     ___________________


Walls

      ___________
____    ____   ____     ___________________

LIVING ROOM
Carpet
      
      ___________
____    ____   ____     ___________________

Walls

      ___________
____    ____   ____     ___________________

Window(s)
      ___________
____    ____   ____     ___________________

Screen(s)
      ___________
____    ____   ____     ___________________

Shades/blinds       ___________
____    ____   ____     ___________________

Smoke detector    ___________       ____     ____   ____     ___________________

OTHER:

_____________   ___________    
____    ____   ____     ___________________
 

MOVE-OUT INSPECTION
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BEDROOM #1



      
     CONDITION
                              Make/Model
Good    Fair    Poor

    COMMENTS

                  (if applicable)

Carpet
                 ___________
____    ____   ____      _____________________

Walls

      ___________
____    ____   ____      _____________________

Window(s)
      ___________
____    ____   ____      _____________________

Screen(s)
      ___________
____    ____   ____      _____________________

Shades/blinds       ___________
____    ____   ____      _____________________

Closet doors         ___________
____    ____   ____      _____________________

OTHER:

____________     ___________        ____    ____   ____       _____________________

BEDROOM #2



      

     CONDITION


       Make/Model
Good    Fair    Poor

    COMMENTS

                 (if applicable)

Carpet
      
     ___________
____    ____   ____      _____________________

Walls

     ___________
____    ____   ____      _____________________

Window(s)
     ___________
____    ____   ____      _____________________

Screen(s)
     ___________
____    ____   ____      _____________________

Shades/blinds      ___________
____    ____   ____      _____________________

Closet doors        ___________
____    ____   ____      _____________________

OTHER:

____________   ___________          ____    ____   ____       _____________________

BEDROOM #3


 



     CONDITION



       Make/Model
Good    Fair    Poor

    COMMENTS
  
                   (if applicable)

Carpet
      
      ___________
____    ____   ____      _____________________

Walls

      ___________
____    ____   ____      _____________________

Window(s)
      ___________
____    ____   ____      _____________________

Screen(s)
      ___________
____    ____   ____      _____________________

Shades/blinds       ___________
____    ____   ____      _____________________

Closet doors         ___________
____    ____   ____      _____________________

OTHER:

____________     ___________       ____    ____   ____       _____________________

MOVE-OUT INSPECTION
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BATHROOM #1

Bathtub
     ___________
____    ____   ____      _____________________

Sink

     ___________
____    ____   ____      _____________________

Vanity

     ___________
____    ____   ____      _____________________

Medicine Cab.      ___________
____    ____   ____      _____________________

Towel bars
     ___________
____    ____   ____      _____________________

Toilet

     ___________
____    ____   ____      _____________________

Flooring
     ___________
____    ____   ____      _____________________

Overall cleanliness: _________________________________________________

BATHROOM #2
Bathtub
     ___________
____    ____   ____      _____________________

Sink

     ___________
____    ____   ____      _____________________

Vanity

     ___________
____    ____   ____      _____________________

Medicine Cab.   ___________
____    ____   ____      _____________________

Towel bars
     ___________
____    ____   ____      _____________________

Toilet

     ___________
____    ____   ____      _____________________

Flooring
     ___________
____    ____   ____      _____________________

Overall cleanliness: _________________________________________________

OTHER:

____________   ___________    ____    ____   ____     ___________________
 

MISCELLANEOUS:
___________     ___________
____    ____   ____      _____________________

___________     ___________
____    ____   ____      _____________________

GENERAL COMMENTS:
_________________________________________________

__________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________

I understand there may be additional cleaning and/or damages charges due to items not listed on this inspection, that may be reconciled against my final share value.

RESIDENT SIGNATURE: ________________________________________

MANAGEMENT SIGNATURE: ____________________________________

FORWARDING ADDRESS:

____________________________________________






________________________________________






________________________________________

Telephone#:



________________
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