
ERIE VILLAGE HOMEOWNERS ASSOCIATION ARCHITECTURAL CHANGE REQUEST FORM

If all required information is not received, this application will be considered an automatic denial by the Architectural 
 Control Committee (ACC). Owners may resubmit with a corrected form and any additional required information

OWNER NAME:________________________________________________________________   UNIT NUMBER:_____________________

MAILING ADDRESS:______________________________________________________  CONTACT NUMBER:_____________________

EMAIL ADDRESS:___________________________________________________      ALT CONTACT NUMBER:_____________________

DESCRIPTION OF CHANGE REQUESTED:___________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

PLEASE INCLUDE ALL INFORMATION NECESSARY FOR APPROVAL SUCH AS BROCHURE OF PRODUCT, LIST OF
PROPOSED PLANTINGS, LANDSCAPE DRAWINGS WITH DIMENSIONS, COLOR CHOICES - (EX: STONE, DECK
MATERIAL, ETC.) AND PHOTOS AS NEEDED.

SUBMIT ADDITIONAL PAGES IF NECESSARY

WHO WILL BE PERFORMING WORK: HOMEOWNER CONTRACTOR (CIRCLE ONE)

CONTRACTOR NAME: __________________________________________ CONTACT NUMBER:________________

CONDITIONS OF APPROVAL:
ALL REQUIRED PERMITS MUST BE OBTAINED AND DISPLAYED BY THE HOMEOWNER PRIOR TO COMMENCEMENT
  OF WORK.
OWNERS MUST COMPLY WITH THE ASSOCIATION'S DOCUMENTS AND ARCHITECTURAL CONTROL POLICY.
OWNERS ARE RESPONSIBLE TO NOTIFY PROPER AUTHORITIES REGARDING ANY UNDERGROUND UTILITIES
  AND THAT THEY ARE PROPERLY MARKED.
OWNERS ARE REQUIRED TO ENSURE THAT THE CONTRACTOR HAS PROPER INSURANCE CERTIFICATES SHOWING
  COVERAGE AND NAMING ERIE VILLAGE HOMEOWNERS ASSOCIATION AS ADDITIONAL INSURED.
  (SEE EXAMPLE OF ACORD 25 FORM)
OWNER IS REQUIRED TO OBTAIN NEIGHBOR'S SIGNATURES IF CHANGE WILL DIRECTLY IMPACT THEM.



The Erie Village Homeowner's Association requires that all contractors working in common areas be insured and
that a certificate of insurance (proof that the Contractor has liability insurance) be provided along with this written
request. If the form is not properly completed, the ACC request will be denied, delaying the approval.

I the undersigned acknowledge that I understand the requirements of the Association and have provided all
necessary documentation. Such work will be carried out in accordance with the Covenants, Restrictions, By-Laws 
and Rules of the Association, and all applicable zoning regulations of the Town of Manlius. I also understand that I
will be responsible for all maintenance and upkeep of the proposed modifications as well as any damages 
caused to the common area by the contractor performing the work.

OWNER'S SIGNATURE: _____________________________________________________________ DATE:____________________

DATE RECEIVED BY ACC:____________________________

APPROVAL GRANTED APPROVAL DENIED (SEE EXPLANATION BELOW)

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________

APPROVED BY:__________________________________________________  TITLE:_________________________  DATE_______________

The below signatures are only needed if your request directly impact your adjacent neighbor(s) such as a deck
extension, plantings that will block their view, installation of an air conditioning unit or generator close to their home. Etc.

NEIGHBOR'S SIGNATURE

NAME (PLEASE PRINT) SIGNATURE: ADDRESS UNIT #

______________________________________________ ________________________________ _______________________

______________________________________________ ___________________________________     ________________________

______________________________________________ ___________________________________     ________________________

_____________________________________________ ___________________________________     _________________________

NOTE: THIS ARCHITECTURAL REQUEST EXPIRES 90 DAYS AFTER APPROVAL

FORMS CAN BE MAILED OR DROPPED OFF TO EVHOA AT 5900 N. BURDICK ST., SUITE 110, E. SYRACUSE, NY, 13057

OR EMAILED TO: evarchitecture1@gmail.com.

mailto:evarchitecture1@gmail.com.


ARCHITECTURAL REQUEST SPECIFIC GUIDELINES

What paperwork is required for your project?
Below are some examples of requests and what documentation is required

Description

Town of 
Manlius 

Bldg 
Permit

EHOA 
ACC Form

ACORD 
Insurance 

Form
Neighbor 
Approval Other Require-ments

DECKS

Replacements YES YES YES NO Same Footprint
Deck Extension YES YES YES YES
Deck Repair of stairs/boards NO YES YES NO

STRUCTURAL

Egress basement windows YES YES YES YES
Slider/other window replacement NO YES YES NO If not done by HOA
Installation (or removal) of skylight NO YES YES NO If not done by HOA
High efficiency furnace (vented) NO YES YES NO
Generator YES YES YES YES
Air Conditioning (including replacement) NO YES YES NO same location
Air Conditioning (move location) NO YES YES YES
Handicap ramp YES YES YES NO
Electric car garage charging station YES YES YES NO
Gas fireplace installation/replace YES YES YES NO
Deck Pergola NO YES NO YES* If directly impacting neighbor

              & it cannot be attached to building
LANDSCAPING/HARDSCAPING

 
New walkway/patio NO YES YES NO
Increase planting area side and back  
  perimeter NO YES YES YES* If directly impacting neighbor
Landscape stones NO YES* YES NO must be neutral color
Trees NO YES* YES YES* Type of tree to be approved by 

                   EVHOA and not impact neighbors
OTHER              

Gutters NO YES YES NO Must be gray
Storm door (front entry) NO YES YES NO
Flagpole NO YES YES YES* If directly impacting neighbor
Hot tub YES YES YES NO

ITEMS NOT REQUIRING ACC APPROVAL
Deck clean/seal/stain NO NO NO NO
mulching/trimming/removal of dead NO NO NO NO
  plantings and replacing with "like"
Storm door inside garade NO NO NO NO
Replace/add gutter extension NO NO NO NO

Based on the above examples, if a building permit is required from the Town of Manlius, it is advised that you obtain that
permit early in the process of completing an Architectural Change Request Form as it may take some time to obtain.
When in doubt please check with our office at 315-656-5148





Resident Information for Town of Manlius Permits

Generators, Gas Fireplaces, Charging Stations for Electric Vehicles & Deck rebuilds or post 
replacement require a Town of Manlius Permit before work can begin.

If your deck needs new support posts, or requires a new build, a Town of Manlius Permit is
required. Below is the information on how to obtain this document. The permit must be 
submitted with the Arcitectural Request Form. The request must be approved prior to 
commencement of work.

***To obtain a permit, go online to the websites listed below OR you can visit the Town of 
Manlius Office and request one in person***

Below is a link to the New York State website for information regarding the CE-200
https://www.web.ny.gov/content/ebiz/wc_db_exemptions/requestExemptionOverview-except-Single55

Below is the online form to submit a deck permit.
https://www.townofmanlius.org/FormCenter/Planning-Zoning-Forms-7/Application-for-Everything-except-Single-55

For questions, please contact Tom Poitras, Code Enforcement Officer
Planning & Development - Town of Manlius
Office - 315-637-8619
Fax - 315-637-0713
tpoitras@townofmanlius.org
301 Brooklea Drive, Fayetteville, NY 13066

https://www.web.ny.gov/content/ebiz/wc_db_exemptions/requestExemptionOverview-except-Single55
https://www.townofmanlius.org/FormCenter/Planning-Zoning-Forms-7/Application-for-Everything-except-Single-55
mailto:tpoitras@townofmanlius.org
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