
TWC Association Management

397 Herndon Parkway, #100
Herndon, VA 20170
(703) 437-5800 office

(703) 471-6578 fax

REQUEST FOR PREPARATION OF A DISCLOSURE PACKET

In order to facilitate the sale of my unit and pursuant to the provisions of section 55-7997 of the Virginia Condominium act or section 55-512 of the Virginia Property Owners’ Association Act, I hereby request that you furnish me with the information required by the referenced section concerning the condition of the Association and the unit named below, through preparation of a “Disclosure Packet”.

Association Name: ___________________________________________Date:____________________________

Unit Street Address______________________________________ City _________________________________

Unit Owner(s):_______________________________________________________________________________


Contact person:  Print Name____________________________________________________________________
Contact number(H/O)____________________ or  (C)______________________Email:____________________ 
I understand that preparation of the Disclosure packet must be completed within fourteen (14) days from request receipt.  
I understand that an inspection of the exterior of my unit is necessary to certify that any improvement or alterations made to the unit, or the limited common elements (if any), appurtenant thereto are not in violation of the association instruments.  A representative from the management company may have to enter onto your property to perform the required inspection.  Please note that we do not set up appointments for this.

If anyone other that the above named person(s) will be picking up this disclosure packet, written authorization is required to be faxed to the office of TWC at (703) 471-6578.

The cost to prepare this Disclosure packet is $250.00 for a hard copy; $225.00 for electronic (CD) version.  Checks must be made payable to TWC Association Management.  You will be called when your packet is ready for pick-up.

If you would like the packet mailed, there is an additional charge of $5.60/CD; $11.40/hard copy mailed Priority Mail.  
Mail to:____________________________________ Address: _________________________________________

City:_____________________________State:____________________________Zip Code:__________________
Print Name: ____________________________________Signature: _____________________________________

   OFFICE USE ONLY:    Total Received $____________(payable to TWC)   OR  Payment deferred to settlement 

Date:___________________
   Received by:__________________________(via_____Mail_____Fax_____In person)

Services Available (please indicate your preferences/if none indicated, documents will be hard copy/ pickup):

Hard Copy

$250.00  --  Includes Property Inspection

Electronic Copy

$225.00  --  Includes Property Inspection

Additional Copies

$  25.00 each  --  Must be ordered with original request
Mail Service 

$    5.60  --  Electronic (CD) copy sent USPS Priority Mail
Mail Service

$  11.40  --  Hard Copy sent USPS Priority Mail

Expedited Preparation       $  50.00  --  Within 5 working days- if service is available
Standard Update

$  50.00 + $100.00 Inspection Fee  --  within 12 months of original issue

Financial Update

$  50.00  --  does not include inspection – within 12 months of original issue

Post Closing/Transfer Fee
$  50.00  --  per ownership change

Lender Questionnaire
$100.00

Property Reinspection       $100.00  --  per inspection
Pick-up hours:   Monday-Thursday: 9:00 a.m. to 4:30 p.m.  Friday:  9:00 a.m.-3:00 p.m.


NOTE:  If you make on-line automatic draft payments for homeowners’ dues, please notify your bank or Smartstreet to stop drafts as of the date of settlement.  If you use our EFT program, please notify our office in writing of the cancellation date.  Reimbursements for overpayments to your account will carry a $35.00 processing fee which will be deducted from the reimbursement. 
If you are a resident of Christopher at Cedar Lakes or Cedar Lakes Condominium, you must purchase both Cedar Lakes Recreation Association documents and condominium documents for a total cost of $400 (hard copy) or  $350 (electronic/CD copy).  If you are a resident of Beacon Hill II, you must also purchase Beacon Hill Cluster documents for a total cost of $400 (hard copy) $350 (electronic/CD copy).
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See page 2 for additional information
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