7

PORT ST. CHARLES COMMON SERVICES

Construction & Renovation Application Procedure

Emergency Construction Related Requests

PLEASE CONTACT THE CEO OF COMMON SERVICES DIRECTLY IF YOU BELIEVE YOU HAVE AN
EMERGENCY CONDITION CIRCUMVENTING THE USE OF THIS PROCEDURE

The Board has given authority to the CEO of Common Services to approve and
control emergency requests on a case-by-case basis. The decision on what
constitutes an Emergency Request resides solely with the CEO of Common
Services.

Generally, an Emergency Request is limited to the failure of, or imminent failure
of, a building structure (walls, roof, etc.), building system (electrical, water,
sewage), or building component (door, window, roof tiles, etc.) that must be
addressed immediately to prevent adverse impacts to the building, unit, or
homeowner.

The Board has directed the CEO of Common Services to assure that any changes
made through an Emergency Request must maintain the architectural design and
style elements of Port St. Charles. This may require the homeowner to perform a
temporary repair to remediate the emergency followed by a permanent
replacement action.
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Construction & Renovation Application Procedure

Our Goal

As Port St. Charles matures, we realize that many homes will undergo renovation to
maintain their value and enhance our combined Port St. Charles experience. The goal
of the PSC Common Services Board is to assure that all renovations are consistent with
the architectural integrity of our beautiful property. It is only through a rigorous
approval process that owners can be certain that all exterior and major renovations
improve our overall property value and will not negatively impact or cause
inconvenience to any individual owner.

Construction Regulations

Please read the Construction Regulations appended to this procedure prior to
submitting your formal application. You must provide a copy of the Construction
Regulations to your contractor.

The Approval Process

This approval process relates to any planned building changes at Port St. Charles (PSC).
As residents, the design and architectural style of PSC is very important to all of us.
Port St. Charles’ design and style elements must be uniformly maintained and
consistent across the development and within a building. These standards are
especially important where changes are visible from the outside or where proposed
changes have implications to the structure or service (water, electricity, drainage, etc.)
to a building.

The Board recognizes that every home at PSC is unique in some way. As such, a design
change approved for one home does not set a precedent and will not guarantee that a
similar change will be approved for any other home.

It is mandatory for all proposed changes to exterior elements or features, such as
balcony rails, posts, fret work, lattice, windows. shutters, doors, roofs, etc. be
consistent with the original architectural specification. This consistency includes, but
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is not limited to, the materials, construction quality, and visual appearance. Therefore,
if your proposed change involves the replacement of exterior elements such as these,
the new or replaced element must be a visual replica of similar quality to the original
element.

1. Prior to Formal Application Submittal

Note: The Board, through PSC Common Services, will make a formal
request to potentially impacted neighbours as a part of the formal
review process noted in Step 2 below.

While not a requirement, the Board has found that it may potentially save time and
expense if the applicant seeks support for the requested change(s) from all affected
neighbours prior to formally submitting the application.

Please note that while informing neighbours of your plans is important, neighbours do
not have the authority to approve, block, or deny your application. The PSC Common
Services Board reserves the sole right to approve or deny your
construction/renovation application.

2. Formal Approval Process

The applications for construction, renovations, and design element changes are required
and need to be submitted to PSC Common Services (PSCCS) at least twelve (12) weeks
prior to the proposed/desired start-date. The twelve (12) week lead-time is necessary to
allow for notification, professional review, and allow the Board to make an informed decision
on the application.

The overall time-line and approval process steps are shown in the following table.
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Example
Weeks
Before Planned
Project project
Planned start of
Start-date | May 1* | Application Process Activity
T-12 Feb. 1t | The application for Construction and Renovation approval is sent to
(Start date the CEO of Common Services via email. The application should
minus 12 contain:
weeks)

1. The proposal scope of work. The scope should minimally
include a short summary description of the project. This
summary should clearly state if the project will have any
impact to the exterior of the building.

2. A bullet listing of the major tasks expected to be
performed such as demolition, installation of new
flooring, cabinets, windows, etc.

3. The identity of tasks that may have an impact to the
structure, service systems, or other major components of
the property.

4. The desired start-date and duration of the project.

5. Any applicable drawings or sketches should be attached
to the email or provided directly to the CEO of Common
Services.

The applicant, at the time of submittal, must make a minimum
deposit of $2,000 BDS to cover any costs associated with evaluating
the application. Please note that any unused funds will be refunded
at the time of the Board’s decision. However, the Board reserves
the right to require additional funding if the process necessitates
extra analysis.
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Weeks
Before
Project
Planned
Start-date

Example

Planned
project
start of
May 1%t

Application Process Activity

About T-
10

Feb. 15t

PSC Common Services will perform an initial review of the application.
Based on this initial review Common Services may need additional
information from the applicant. As a part of this initial review period
PSC Common Services will:

1.

Determine required professional review services which may be
necessary and make preliminary contact with these providers.

Determine which neighbours may be affected by the proposed
project and notify these neighbours of the project by email.
Notified neighbours will be given a due date 10 business days
following the notification email to provide any feedback to the
PSC Common Services. Responses received after the due date
will not automatically be considered as a part of the review. If
your property is part of a PUP all owners within the PUP will be
informed during this approval process.

About T-8

Mar. 1%

The period for neighbour’s feedback, questions, and comments
will be complete.

PSC Common Services will begin the review of neighbour
responses for applicability to the review.

PSC Common Services will have engaged any professional
resources necessary as a part of the review.

PSC Common Services may require additional supporting information
from the applicant.
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Example
Weeks
Before Planned
Project project
Planned start of

Start-date | May 1* | Application Process Activity

About T-6 | Mar. PSC Common Services will provide the Board with an assessment of
15t the application. If necessary, site visits with Board members may be
scheduled. Additional information may be required by Board
members to support the process.

If a regularly scheduled Board Meeting is not available to review the
application assessment package, the Board may choose to perform
the application review via email or another electronic forum.

About T-4 | Apr. 1% e PSC Common Services Board approves or denies the
construction/renovation application.

e PSC Common Services will inform the applicant and the
affected neighbours of the Board’s decision.

T-0 May 1% Prior to the start of construction/renovation activities the Owner
Planned and/or the Owner’s Contractor(s) or supplier(s) must provide PSC
project Common Services with proof of Contractors Third Party Liability
start date Insurance along with proof of Employers Liability Insurance (see

Construction Regulations Section 12 below).

3. Application Evaluation

After initial consideration, the Board through PSC Common Services will, if believed
prudent, direct additional professional review at the applicant’s expense. The review
may require architectural assessment (currently by Rudi Moore of Morrison
Associates) and/or structural or other engineering services. Additional information
may also be sought from the applicant.

These reviews will provide professional opinion that any proposed changes do not
negatively impact Port St. Charles’ architectural design and style elements, negatively
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impact the engineering design basis of our property’s structures, systems, and
components, or the proposed changes are achievable without a high level of
construction nuisance.

4. Formal Communication to Owners

After initial review by the CEO of PSC Common Services and the professionals a copy of
the design and implementation plan will be circulated via email by PSC Common
Services to every homeowner who could be affected.

This email will invite homeowners to provide input to the Board regarding the
proposed change(s). The email will state that comments must be supplied to the
Board within ten (10) business days of the date of the email.

As stated above, seeking homeowner input does not imply that any owner, or group of
owners, has the authority to veto or block the application.

The Board will allow up to two (2) weeks to review, consider, or seek additional
information from owners during the evaluation.

5. Board Approval

PSC Common Services Board will approve or deny the construction/renovation
application. PSC Common Services will immediately inform the applicant of the
Board’s decision.
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Construction Regulations

The following regulations have been established by the Board of Directors to minimize
the disturbances caused by construction and builders works associated with
renovations or repair of individual homes.

All proposed projects which have received approval from the board of Directors and
their Professional review committee, are subject to the scrutiny of the said committee
and Common Services during construction and shall comply with the following
procedures and regulations outlined herein, throughout the duration of the project.

1.0 Construction Period & Working Hours

1.1 — The current period allowing construction on the property runs from May 01 to
Oct 15. All approved projects must commence and be fully completed within this
period. Incomplete projects will be shut down and recommence at the start of the next
construction period.

1.2 — Working hours are between 9:00 a.m. and 5:00 p.m. Monday through Friday
excluding Bank Holidays. i.e. no work of any trade will be allowed on bank holidays or
over the weekend unless it is an emergency.

1.3 - Emergency works such as repair of burst water pipes, electrical panel problems,
roof leaks etc. may be carried out during the peak period of October 16 — April 30.
Standard construction regulations must still be followed, and Common Services
management must be notified.
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2.0 Pre-Construction Notification & Contractor Briefing

2.1- The Applicant along with other home owners will be notified of a projects
approval via email. Unless previous arrangements have been made, the earliest
construction start date will be 4 weeks from the date of notification. Absolutely NO
construction will be allowed within the 4-week grace period. This is a courtesy to
allow owners/residents to plan accordingly in anticipation of the upcoming works.

2.2 — Contractors quoting on projects should be made aware of these regulations
and the necessity of strict adherence, required planning and proper management. A
pre-construction meeting between Common Services and the appointed contractor
must be scheduled as early as possible to discuss the regulations, clarify any issues
and exchange contact information.

3.0 Scope of Works & Timelines

3.1- The scope of works and timelines for each project must be strictly adhered to,
and under no normal circumstance will an extension of time be granted. Extensions
due to acts of God will be permitted as normal.

3.2 - Items may not be added to the scope of the original application unless they
are submitted in writing and reviewed and approved by common services. In
addition, new works added to the original scope must be carried out and completed
within the original construction timeline. An extension of time

will not be granted for any increase in scope — The contractor must increase
resources to cope with the work and complete the project on time.
4.0 Structural Modification

4.1 — Structural modification to a building can only be undertaken if the services of
a registered professional structural engineer are obtained. The contractor and
common services shall be furnished with a set of detailed drawings and
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specifications which illustrate the intended modification and where necessary, a
methodology should be included to guide the contractor for proper execution of the
works.

4.2 — During and upon completion of the structural modifications, the engineer
shall inspect the work to verify that it meets requirements and they are satisfied.
The engineer is required to sign—off on the completed works.

5.0 Electrical and Plumbing Modification

5.1 - If modifications involve moving power outlet, switch or light points in
walls/slabs, the chases/track routing required within structural load bearing walls or
structural slabs will have to be reviewed and agreed by a structural engineer to
ensure minimal damage to the existing structure.

5.2 - A certified electrical engineer or inspector must sign-off on the new electrical
works when completed to ensure that code requirements are met.

5.3 — Plumbing modifications should be carried out using proper techniques and
appropriate materials.

6.0 Noise & Dust Mitigation

6.1 — During demolition or any other works that create dust, clear plastic sheeting
shall be fixed to the inside of all exterior doors and windows that are louvered and
these along with other doors and windows should remain shut as often as possible
to help contain both noise and airborne particles. Dust should be swept or
vacuumed frequently once settled, to minimize spreading to the common areas.

6.2 — Playing music loudly or talking loudly/shouting is prohibited, especially on
patios or external areas where sound will travel further and likely affect residents.
Persons should always be considerate and make best efforts to minimize noise
where possible.
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6.3 - If noise or disruption makes any home unliveable for a period, alternate
means of accommodation may need to be arranged at the expense of the owner
carrying out the works. These terms should be discussed and agreed beforehand
with surrounding neighbours who will likely be the worst affected.

7.0 Site Conditions & Clean-up

7.1 - No construction materials, equipment, or debris may be left visible outside
the home overnight. During the day these items must be restricted to the
homeowner’s property and/or marked parking spaces.

7.2 — Parking spaces, roadways, walkways and stairwells that will be used during
the day to facilitate construction movement/traffic of personnel or equipment
associated with the works must be cleaned throughout the day and immediately
after any significant soils or spillages. This is to ensure that dust, mud, or other
debris is not left behind, especially in the stairwells and the common walkways
where it can be spread and tracked inside homes.

7.3 - Elevators may not be used for construction purposes except in special
circumstances agreed by Common Services.

7.4 — Skips, concrete mixers and portable toilets are not allowed for use onsite.
These items may be setup offsite nearby and debris or concrete may be transported
in buckets using a pickup or flatbed truck.

8.0 Damage to Common or Private Property

8.1 — Any damage to common or private property caused by the main contractor,
its sub-contractors or any other tradesman associated with the project,

shall be repaired to the satisfaction of common services in a timely manner at the
expense of the Apartment Owner. Damages must be reported immediately to
Common Services management.
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9.0 Attire & Conduct

9.1 - All contractor personnel must wear their company’s logo/name for
identification purposes. This is usually in the form of a printed/embroidered shirt or
a tag placed on a shirt. This must be worn always when on property. A list of names
of contractor personnel must be submitted prior to the project start.

9.2 - While on property, all personnel must exhibit good conduct and be respectful
of their surroundings, other workers, residents and PSC staff. There must be no
swearing, vulgarity or other misbehaviour.

10.0 Parking

10.1 - Only the marked parking spaces of the Apartment may be used throughout
the day as required by the contractor and as agreed by the owner.

10.2 —Unmarked spaces should only be used temporarily by vehicles for short
periods of no more than approximately 20 minutes, to deliver tools, personnel,
materials etc. Depending on the nature of the delivery or

service, certain allowances may be made at management’s discretion. Once
deliveries have been made, the vehicle must be parked outside the compound. Staff
not accommodated by the owners marked parking spots must park outside and
walk in.

11.0 Health & Safety

11.1 —While all contractors should have their own health and safety protocol, as a
general note; all workers should exercise good safety practices always, especially
when operating power tools. Safety glasses, dust masks, hearing protection and
hard hats should be worn whenever possible in the appropriate circumstance to
prevent injury.
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12.0 Insurance

12.1 - Contractors must provide proof of Contractors Third Party Liability Insurance
(including vibration extension if there is any serious demolition etc.) with a Limit no
less than BDSS2 million.

12.2 - Contractors must provide proof of Employers Liability Insurance with a limit of
no less than BDSS2 million.

12.3 - The Owner and / or the Owner’s Contractor(s) or supplier(s) must indemnify
Port St Charles Common Services Ltd; the various PUPs at PSC; Port St. Charles
Development Ltd. and any owners of free hold villas for any loss arising out of the
Construction activity carried out by the Owner.

12.4 — Prior to the start of construction/renovation activities, the Owner and/or the
Owner’s Contractor(s) or supplier(s) must provide PSC Common Services with proof
of Contractors Third Party Liability Insurance along with proof of Employers Liability
Insurance.

Approved:

Board of Directors
Port St. Charles Common Services Ltd.
31 March 2018
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