
MAROON CREEK CLUB MASTER ASSOCIATION
Site and Architecture Review Committee Approval Process Checklist

William Lukes  AIA
Architectural Advisor to SARC
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PRE-APPLICATION 1
Send out Design Guidelines - do not send out, advise applicant that they are available on-line at 
www.williamlukes.com

2 Send out Site Specific pages of the Design Guidelines via PDF when requested by applicant

3 Pre-Application Meeting

SCHEMATIC DESIGN REVIEW 4 Architectural Review Fee must be received with drawings

5 Deliver Fee check to Association Manager

6 3 full-size sets and 2 reduced-size sets of drawings and other materials

7 Schedule review for next meeting [3rd Thursday of the month]

8 Review site inspections and planned agenda

9 Distribute meeting agenda on 2nd Thursday

10 Confirm attendance with each SARC member

11 Arrange for height poles

12 Send Advisor's report to each SARC member, Assn. Manager, Const. Advisor, Attorney, & Applicant

13 Arrange for meeting room and cookies

14 SARC REVIEW MEETING X X X X X

15 Stamp drawings as approved

16 Write approval letters

17 Send approval letters to Assn. Mgr., Assn. President, Const. Advisor, & architect

18 Deliver 2 sets of drawings to Association Manager and reduced set to Const. Advisor

19 Association Manager stores one set of drawings plus any samples

20 Association Manager sends one set of approved drawings to applicant

DESIGN DEVELOPMENT REVIEW [this has never been used]

FINAL REVIEW 21 3 full-size sets and 2 reduced-size sets of drawings and other materials

22 Road Impact Fee must be received with drawings

23 Signed Completion Guaranty must be received with drawings

24 Letter of Credit or other Security must be received with drawings

25 Deliver checks, Letter of Credit, and original guaranty to Association Manager

26
Make sure that Security is with an acceptable lender, has the necessary provisions for notice to
Master Association prior to expiration or cancellation

27 Send letter to applicant stating application is complete (that letter has never been needed…)

28 Schedule review for next meeting [3rd Thursday of the month]

29 Review site inspections and planned agenda

30 Distribute meeting agenda on 2nd Thursday

31 Confirm attendance with each SARC member

32 Send Advisor's report to each SARC member, Assn. Manager, Const. Advisor, Attorney, & Applicant

33 Arrange for meeting room and cookies

34 SARC REVIEW MEETING X X X X X

35 Stamp drawings as approved

36 Write approval letters

37 Send approval letters to Assn. Mgr., Assn. President, Const. Advisor & architect

38
If landscape plan does not receive final approval (common), send "Agreement Regarding Final 
Landscape Plans" to Applicant

39 Deliver 2 sets of drawings to Association Manager and reduced set to Const. Advisor

40
Association Manager stores one set of drawings plus any samples  (samples need to be marked 
with Lot Number and Date of Approval)

41
Association Manager sends one set of approved drawings to applicant after receiving signed 
"Agreement Regarding Final Landscape Plans", if applicable

PRE-CONSTRUCTION 42 Applicant to advise Architectural Advisor that construction fencing has been placed

43 Construction Advisor to sign off on fencing

44
Applicant to advise Construction Advisor that footprint has been staked [note: this has never 
been done]

45 Construction Advisor to sign off on staking  [note: this has never been done]

CONSTRUCTION PERIOD 46 Make sure that Letters of Credit are renewed as long as required by the Completion Guarantee

47 Advise lender whenever fine is imposed or claim against LC is possible due to SARC action

48 Periodic construction monitoring

49 Send Advisor's report to each SARC member, Assn. Manager, Attorney, & Applicant

50
Submit requests for approval of any revisions - must be in writing.  Requests should include 3 
full size copies of relevant drawings, 1 letter or legal size copy, and explanatory letter.

51 Architectural Review Fee must be received with drawings - confirm with Advisor

52 Deliver Fee check to Association Manager

53
Review and approve requests for approval of changes and other administrative approvals that 
comply with Design Guidelines

54
Review and approve requests for approval of changes and other administrative approvals 
that DO NOT COMPLY with Design Guidelines AT SARC MEETINGS ONLY

X X X X X

55 Deliver Certificate of Occupancy and Final Inspection Request to Construction Advisor

56 Final Inspection

57 Final Inspection Report to Arch. Advisor, Assn. Mgr., Assn. President, Attorney, and architect

58
Completion Letter No. 1 if requested   (only when all final inspection items complete)  
Completion letters must be approved by SARC at meeting

59
Completion Letter No. 2 if requested  (when landscape guaranty period has expired)  
Completion letters must be approved by SARC at meeting

X X X X X

60 Return Security to owner X

LOT __
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